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'L AND CLEAR! An execu- 
office at Aidens, Inc., New 
headquarters. See page 25. 
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EXECUTIVE STEEL 
FILES AND DESKS 


Original 
Neutra-Tone 
Gray 


PROFICIENCY IS ESSENTIAL IN OFFICE PLANNING 


This “Y and E” Styled Executive File and Style-Master Executive Desk in steel are companion 
pieces of a distinctive office group. They reflect good taste, personal dignity and progressiveness 
in the modern office. 

The style and warm gray color of the famous “Y and E” Line blend harmoniously with all 
decorative schemes. 


fotwcnmn  YAWMANANDERBE MFG.©. 223" 


NEW YORK 
eee: Ce The Franchise that means Quality Merchandise 
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CAN EASILY PAY FOR. 
A -YEAR'S SUPPLY OF 
OLUMBIA C/essic RIBBONS 


UTLESS APPEARANCE - 
Always Attracts Attention — 
' Written Letters Command 4 


: a impressive, “Classic” ty 
- ing pus them at the top of the file 
mmediate attenti 


COLUMBIA RIBBON & CAREGR MANUFACTIIRING os: INC. 
Main Office & Factoro: Gamera, L148. ¥. 
A Sales & Export: 38-64 West 40ch Gt, Midwest Sales: Kansas City, 
vt Bie dg.» Chica a « Milwaukee * Mi inmeapolis.< Noshville 
Philsdeip’ ia © Pi rgh « Pos 4, Ovegon « Cincineai ( Harcis-Moers Co.) 
Adoos Alto Loadeal ‘England « Sydney, Auscratia. 


SOLD BY LEADING DEALERS EVERY WHERE 
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LET'S look at the file business with “x-ray eyes” and 
see if we can find something new and different. Well 
—there it is! The concealed safe unit—the exclusive 
Invincible feature that opens new and profitable 
angles to metal filing cabinet sales. Just give it a 
second thought. You'll think of lots of prospects who 
need just such a file for executive office or home use. 
Take a profitable tip from File Headquarters. There's 
more to Invincible files than appears on the surface. 
INVINCIBLE METAL FURNITURE COMPANY 


MANITOWOC, WISCONSIN 


4 OFFICE MANAGEMENT AND EQUIPMENT July, 194 


—— as ee a . eG, a: <a ae Sate z . se £ 7 ot ie oe oh ea 
Be a >i a ee oe, ae Ces cts ae — ieee 4 
Bi. > on a | 7 ete ee ee ae (ea a o a S| eS oe 
[ae zi 7 = : ae ee : mee — Sete eae 
4 ie os pa “i od . ag 
ie 
ace aie 
7 a ea 
ia 
ae oa es ge li 
Be (Meas oa os mie, Mes os) 2 ce a ee a a ‘ ee 
a a ca a . a 
= Ae eee . ayo ‘ 4 3 3 re. 
a -_ Le a ‘ tines : "  ) a 
ie — . a Se — eee: 
ies a . MO ey — (ae 
ia Bai ae ess Tees 4 a ea oe me 
F  ceiaete we Ls Bi. a 3 Be oe : 
Sige ae re : Ss a — et 
ane A, i ~ ae : Bo eae ie 
eee : ae te = ne: Eo . pe ae, 
Ee es i - ~ : _. % J St b> ee j ; ee 
ne - me + Se Sega "gate Bes , oo aay Eee ae 
ee ey —— See ee ae a Oe ee 2 
P| Meee er ae ; —- ee oe : oe i — eo 
es , aoe : Px : as pe hae a Repel \ Ee eee Su, gee ae 
Ae: he , ae ‘ BL aw: fe a, aia = i ae = a ee eo ae 
4 a * a 
Sie aE = ; ms ae 
a. a & a ee 
ia ; i sh : 7 Deis? ee a 
ee en a = a. |. Pag 
hee ae , - a ; a i 
Bes ay a : a oe ee 
> “ : ee eee 
ij ~ = “= = 5% “ eS * 
aes “Aigee So a eG Fees - 
Beeb. od as Sree ee a + Fae, 
ao as oS cs ore ue 
‘emcee 4 oe re by re “ Res fae i) ie 
ee = 3 BN a a eee 
ae: zt . 3 oe ir Si ices 2 aes 
2. ‘ F a co a: Se 
B38 ae im 5 : : Lele - aoe a’ le 
ie A oe ia nn | q ‘+ } ‘ ee et hf & bd ty reo ened 1 ie, Sa 
Je a : a oe $ Ne Se ers Sees oa: end ae ee 
= . a be j ay — \ ee : 3 : = % ; eS MS 
=e Ss Pe ee: eet " es cee 2 % re - 4 hae 
eS a a | —_ : —. . SS - ae beciees 
Po gee —— : i Rh Oe ac PO eee ob ZZ pees is 
oh as ‘ oe & o. a eee id : | ee 
7 3 a OE uke —— | Xe 
Bs i fan a tee z presse se BE peer os et Ne Cee ee 
=: @ a S03. ee ST Coe ss F ae 
ee ie %) ee Smee ice ga a, —_— a 
a = tut | wP hg is : sg ne One 
ee. ce. ® ; : aie. ERAS OSD be mie ae 
nc? i ‘ | owt a ee i lee oe os fi 
aor ‘a —.. ae a: 2 ae SR ai papa re : Co 
ite Sl a a. ihe =: ) ja he gn a a ee ae 
oh an ‘\ oleate aa : ; a_i ee Pe , eee Lee he eee. Pee oe) iad 
aie ee ae PS a4 } WO en 6 : ee pe oo ga Sie eck te 5 . ass —_—* 
: a & ne ia : nae A, ._ a pets Pe oe. oy i % . pe Wee 
| ee a ES: . ae ‘ ee Paks. » j Ere. Sees 
ih aa See waceieeh 2 “ae — gal eee Penetveeea be: oe tee Ei 
ee a ee ie Oe ae? . Bee eae § oj nk ee 
es ‘ aan "5 Se ee Bei wist hig hws ee -_— eee ie 
et, Fe i ean a2. Dc 2 as: ee eee «eee mee * ees BARA! 
ey ve a “s 0 + oe ‘ . ie us c i ee 
ae ce a ees oC a aS, OP ts Le tee — i — 
Be Ree es, ee eo | Ge Seen tae OS f BRE as ae i “2 NS ee ab 
= : ‘ : =e 4 aye ae i : — Bhs oe oe ee i ares i 5 
a : a i et oy. we ; 
eo - Bo ee : : 
et : ee eg ee eS : a 
7 oe Bs : a8 :. ee 3 + ie 
cae F cE! Egy Sa = ae 
: Wy = bi es ¥ Pe = - a a 
Bac - 19 a: he suse 
een cae “ i pe. i at we 
po ea oe eo a at ‘ce? 
ee ae a 3 ee age ee eee RES Mai 
Pd * oe ; _ eS Se ale, 
EB po es a ye : 
: ee es : e enue oe re e ay: eee 
a ok - }>=_ 
nae 3 “ es ait: ek 
ea. PE : , of 
oe 5 4 ini bs ae ae ae : 
Sune _ bs ~- i 
ee, = Be) EE Se 5 { 3 < 
fa Bhs em OLS ice ae i 
a Cos a ee ae = 
: bs = 33 pee ee ok a tes. ie x 
oc : ts eee ey e Ye ote 
pees . ce. eae a os : ok Pot 
ae oe ee 
ae ani.) SOc ee 
Tre? es Sek chee & 43 “e, 
aes : ee = .|) aaa 
a: ee : ; WS a 
4 ae a Bee ete 4 % 
a > eae |e 
fo. oe = oO gales ‘s ae J 
oe He ig ea pees * : A 
pon ’ os i ee ee : 6; a 
ce “ ak €@ ieee fheics 
eae i, Ree WP rte J 
a” tf Re ee 
eo 
toe ee 
sa 
ae 
aoe 
ns j 
iy ae bes 
"eee" NI 
ie: ae | 
Br eee mei 
a ti a 
Be 
xr ° 
ae 
ee 1 a) i . : t ‘ 
arn in 2 geese * » - : 
= Se aa yo a base Rs ae 
a > 2 a... oo M a eee dite es a oe co ie pra) i . 
on * _ - Te an Let os , 8! i se = dee ee ee a . Soe: Sl a a a a ~« Ne) Po = es & a 


FREE SAMP 
: 10 EVERY 


pai. 


USER OF A 


‘STENGL _— 


DUPLICATOR ; yl Ve 


i NIAGARA eee 

K\ INK } DRYING \ 
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\.BLACK A// INK 


S \ 
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—— drcen 

Test this new Niagara cellulose stencil!* You'll find it cleaner- a 
cutting on either typing or stylus signatures . .. easier to cor- 
rect ...non-clogging in the typewriter . . . stronger and better 
for long runs (up to 20,000)... less expensive. 

It was developed after months of research and wide- “We'll toll you how to run @ comperative 
spread actual field tests by the organization which builds renee 
the famous Niagara Duplicating Machine—world’s fastest 
duplicator. 

Learn what this improved stencil can save you in time and 
money. Send today for free samples. 


NIAGARA DUPLICATOR CO. 


128 Main St., San Francisco 5, Calif. 

Please have your local dealer call. ((] 

A LSO M A D E BY N IAGA R A ; Please mail me free samples of Niagara 

; tencils and other helpful information | 

@ Inks: es “ — code on a8 inks in dupli color, designed for high- . pron Pus dutaing problems. ° ") ' 
speed stencil work. on ordinary duplicators. ; ; 

@ Ink Pads NN csscicteccaneuncaeialehacmaencsciedl s 
© Correction Fluid : ¥ ' 
* Styli & l ette: ring 6 vides ' WORD... ceccccccoresccccccrccnsegccsovccsenccoscccoscoccceossoocs 
eh ok) oi 


@ Type Cleaner & Brushes 
\ . «stall exanyliding you ened te get the best ext of poor dupllentiog eaaditen. 


NIAGARA“ ¢ 
Fay. world’s fastest duplicator i NS ane 
"NIAGARA DUPLICATOR CO., 128 MAIN ST., SAN FRANCISCO 5, CALIF. «|S PROCESS 
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SY NEW WAY 


Rett ee 


EA 


iB 


Just place the letters in position on ,.7% 
yeur copy—they adhere themselves _.- 
—and you have perfect reproduction = - 
copy for— 
HOUSE ORGANS + CHARTS * GRAPHS 


ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES —— 

No paste, lue. Spe- : 

shal adhesive back cakes @ Snap up your reproduction copy for offset and engrav- 
each character adhere to your ings this quick, economical way. Set your own headings 
copy instantly. from a large selection of beautiful type faces. 


SUPERIMPOSE LETTERS r 

ON PHOTOGRAPHS OR @ Each transparent sheet of Presto-Type contains the 
DRAWINGS alphabet, numerals and punctuation marks of one size 
pre crystal clear transparent = and type face in sharp, opaque black or white that will 
resto-Type background en- F ; ‘ rf 
ehies you fo set your type reproduce perfectly. In preparing your copy you simply 
directly on photographs and cut the Presto-Type characters out of the transparent plastic 


illustrations. sheet and place them in position on your copy. They 


PERFECT ALIGNMENT adhere instantly—yet can easily be removed for resetting. 
Convenient guide lines and z 5 E . 
transparent backgrounds per- @ Presto-Type is easily set in straight or curved lines, 


mit perfect and easy align- 1 : 
pl gen ype ele dag superimposed on photographs or artwork and used in 


countless other ways to give you good typography and 


BLACK LETTERS FOR low-cost reproduction copy. 

LIGHT BACKGROUNDS: 

° 7 tters for 

ee as light sauietaeade. ONLY 75¢ per sheet 

WHITE LETTERS FOR Write for descriptive folder and type chart 


DARK BACKGROUNDS 
White letters for use on 


‘ black or dark backgrounds. eer age 
DIRECTIONAL 1 ARTHUR BROWN & BRO., OM&E 7-46 1 
ARROWS—too! | 67 West 44th Street 
Small, medium and large 1 New York 18, N. Y. t 
arrows with white outlines. { Send me descriptive folder on Presto-type. ! 
Has hundreds of uses! MAIL ; - 1 

COUPON \ ORG cccccccccccccscosersccccccccccssccccccgoosocseseeccosscesscsscsescososoeoesesecee sees 1 

TODAY! 1 II iccscinitiscniistrcseiaveinbencseatalbstnicniiednilaniisieentainieinnnnanint i 
GID cctiteiceriinnentevciaivinmnnnisiinns inainntnibindigiatiddnalenssaarness l 

eee GIF GB GRGIW: snnsrccscceccsccszeeee 1 
ARTHUR BROWN -& BRO. 
67° West 44th Street - a New York 18, N.Y. 
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The File 


THAT IS MAKING HISTORY 
FROM COAST TO COAST 


Mr Sere 
4 pers a Penal mies 
Pon head ee, t apee ug 
hy Ser 4 


Users are talking about Security and the 
Security file, not only because we have suc- 
ceeded in making certain quantities available— 
nor because of the helpfulness and loyalty of 
Security Dealers. Their commendation comes 
rather, from appreciation of the fact that a 
Security File is still a quality product—finely 
made, beautifully finished and efficient in opera- 
tion—despite reconversion difficulties. You may 


be certain that Security production will continu- 
ally increase, and that as always, you will find 
top quality in Security. 


~ 


We shall be glad to give you com- 
plete details on the Security Line, and 
the address of your nearest dealer. 
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SECURITY STEEL EQUIPMENT CORPORATION - AVENEL-N-: J 


RIBBONS + CARBONS 


sali 


DUPLICATING SUPPLIES | 


» SPEED 
{| EFFICIENCY 
ECONOMY 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 


RIBBON & CARBON CO. Inc. Py 
es 
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Parker Quink with Solv-x! 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But-you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1946 by The Parker Pen Company 


PARKER QU/NK 


writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent,5 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 


graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 


the only ink coriltining SUVA 
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= Odo SPIRE 


» DUPLICATING 


Use 
Codo Duplicating Fluid 
and 
Hand Cleansing Cream 
for superior results. 


URING CORP. 


529 South Franklin St., Chicago 7 — | 270 Lafayette St., New York 12 
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Youre posting, office bulletins ? 
Then try this nifty trick - 
Use Texcel Tape to hold them up, 
Its neat—its strong— its quick / 
(Texcel holds and holds— 
the “stickum’s” bonded on!) 


A fancy charts a job to do 
In crayon, paint or ink. 
Try strips of colored Texcel Tape 
iii And do it in a wink. 
a > 3 (Texcel won't creep loose— 
the “stickum’s” bonded on!) 


To seal important envelopes, 

Use Texcel and be sure 

That if the glue should fail to hold, 
, The contents are secure. 


FOR TEXCEL (S AN 
IMPROVED TAPE WHOSE: 
STICKUMS" BONDED ON ! 
IT WONT COME OFF, IT 
WONT DRY OUT-IT 
HOLDS WITH LOTS 
OF BRAWN. 


(Texcel seals securely— 
the “stickum’s” bonded on!) 


Texcel Tape just once and youll 
_ Become a steady buyer. 
Why not order some today ? 


Just call up your supplier. 


i 


EL TAP 


CELLOPHANE TAPE 
STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION + NEW BRUNSWICK, N. J. 
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100% ROUND WIRE 
STAPLES ARE BEST 
FOR ALL STANDARD 


STAPLERS 


NO0.¢ STAPLER AND STAPLES 


“BUSINESS TODAY calls for speed,” I tell a convention of office 
workers, “‘but you can’t get it without office equipment. 
“Now, take the SWINGLINE Stapling Team! SWINGLINE’s 
No. 4 Stapler loads fast because its patented Swing-Back head 
makes it easy to load—and it pins and tacks as well as staples! 
Its teammate—SWINGLINE’S 100% ROUND WIRE No. 4 Staple— 
penetrates better, doesn’t clog with excess glue, because it's 
made of 100% ROUND WIRE. SWINGLINE’S Stapling Team spell 
speedy, tnuhietree performance—and that spells efficiency!” 
I get a big hand—they’re all agreed that plenty of Speed is 


what they need! 

Your office needs SWII!GLINE, too. See the SWINGLINE Stapli 
Team at your stationer’s. 

ALL SPEED Produc‘s Sold Through Dealers Only. 


SPEED PRODUCTS COMPANY, INC., Long Island City 1, N.Y 


WORLD'S SPEEDIEST STAPLING TEAM 
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@ A-S-E Aurora Files are also standouts! They provide more, 
give more! They lead with smooth-gliding drawers . . . im- 
proved locking mechanism . . . rugged heavyweight steel 
construction that’s built to take it... trouble-free 
follower and extra filing capacity—actually 2612 inches 

of clear filing space per drawer! 


Write today for free catalog on A-S-E Aurora 
Files—it’s the dependable line that’s backed by 
more than 34 years of engineering experience! 


A AURORA FILES---) 


“Also 2, 
3 {or 5- 
Drawer sizes 


Drawer fronts are 
flanged back and are 
welded to bottom —pro- 
viding extra strength ! 


We also manu- 
facture a complete line 
of steel storage .and 
wardrobe cabinets. 


Built for strength! 
Sturdy 6-post frame, 
rigid cross- bracing, 
full-opening drawers. 


% a3 
Re y 
we 4 
Lasting, chip-proof 
finish. Hardware of 
genuine bronze, 
beautifully designed. 


Rigid Frame Construction 
is provided by torque 
plate reinforcement 
under each drawer shelf. 


ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, ua 
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* REG. 


...the greatest filing advancement since horse-and-buggy days! 


— 


at 


< 


U. S. PAT. OFF. PATS. APPLIED FOR 


Oniy Rock-a-File with its revolutionary development of side- 
filing, the first basic filing improvement in 53 years, provides the exclusive 
advantages of modern filing. Only Rock-a-File has “rocking”? compart- 
ments, opening sideways, that provide the same filing capacity in up to 
40%, less space than conventional files. Only with Rock-a-File is it pos- 
sible for two or more persons to file at the same time. Only Rock-a-File 
is topple-proof . . . the contents always safely within the cabinet frame- 
work . . . all compartments can remain open and fully accessible. 

Yes, Rock-a-File’s modern principle makes filing easier, faster, 
more efficient—and less tiring, too. All the contents available all the 
time without effort. Compartments rock open and shut effortlessly— 
a touch of the fingers does it! 


Standard letter and legal size models. Attractively finished in lus- 
trous gray to harmonize with any office color scheme. Compartments 
have wide, ample satin-finish aluminum handles with snap-on trans- 
parent label holders. 


—— ROCKWELL-BARNES COMPANY 


containing complete information 35 East Wacker Drive Chicago 1, Ill. 
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, DEPENDABLE PENS and PENCILS 


In theatrical jargon, you’d call the 
Stratford Regency “a hit.” And that it is! 
Stratford’s newest dependable performer 
has everything: streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 
able in luxurious duotones or solid 
colors. 


STRATFORD PEN CORP., SALZ BUILDING, NEW YORK 1, N.Y. 
« “STRATFORD” and “REGENCY”— Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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up. TO $1,000,000 CREDIT 
WHY? 
HIGH QUALITY PRODUCTS 


WE PRODUCED THE FIRST NON-GREASE CARBON 
WE PRODUCED THE FIRST SELF-INKING RIBBON 


Ws: now give the world the wonder- 
ful complete line of New Process car- 
bon paper, FOUR weights and SEVEN 
finishes in EACH weight in four brands: 
This carbon gives perfect, sharp, leg- 


ible prints, extreme manifolding and 
wears like the proverbial TRON. This 
carbon greatly helps efficiency and sim- 


plifies purchasing, no Ba should be 


without it, 


Please ask for samples from any of the Offices bslewt 
he lox, MANUFACTURING Ons noe 1, N. a u S.A 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birming. 
‘ham, Boston, Chicago, Cincinnati, Cleveland, Dallas, 
- Denver, Detroit, Houston, Indianapolis, Jacksonville, 


Kansas City, Los Angeles, Louisville, Memphis, Mil-— 


waukee, Minneapolis, New Orleans, New York, Omaha, 


Philadelphia, Pittsburgh, Portland (Oregon), Rochester 


(N. Y.), St. Louis, .— - 
Toledo, Tulsa. 


BRANCHES: Buenos Aires, ordoba 


-ario, Tucuman, Argentine; Adelaide, Brisbane, 
bourne, Perth, Sydney, Australia; Havana, | Cuba. Carbon. 


Paper Supply Co., London, Bi 


Ros- 
Mel- 


Edinburgh, 
Glasgow, Manchester, Newcastle, Leeds, Leicester, Liv- 
erpool, 


England; and Belfast, Ireland. Export Dept. 
Rochester 1, N. Y Sh es “Keelox 


Rochesterny. e 
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Time to Think! 


% NOT everyone sitting by with folded hands and an ab- 
stracted air is resting or loafing. He may be thinking. 


There are a good many office executives who still feel that 
people hired to work should always be doing something. Some 
of them express their views on the subject so strongly that 
they hurt office efficiency and morale by inspiring in their 
subordinates a lot of ersatz busy-ness. 


Smart management of course regards purposeful thinking 
as something to be encouraged, and everything from sugges- 
tion systems to “meditation rooms” for executives have been 
put into use to insure that the brain will get at least the same 
chance to exercise itself in the office as the hand and the tongue. 


Rigid conventions and traditions governing office operation, 
and in many cases hampering it, have taken a bad beating dur- 
ing the war years, and it is evident that offices must look for- 
ward to some additional compromises with respect to “our 
policy,” at any rate until office people cease to be as hard to get 
and as choosey as they are at present. 


So who knows but that office thinking today and tomorrow 
may get a better break than it has in the past, as management 
which has not entouraged it decides—or is forced—to do so? 
And in offices where executives already get time to think, per- 
haps the same opportunity can be given to others who are not 
executives, but whose jobs are not simple routine jobs. 
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* THESE are days when we are talking in 
terms of democracy. Democracy, however, is not 
just a concept for someone else, somewhere else, 
something abstract alone. It is a way of life— 
politically, socially, economically — and it con- 
tinues to be our salvation too. No matter how we 
stumble along in this way of life, we find it real 
only as we experiment and put it to use. The 
autocratic principle says, “If you want to know 
anything, ask me.”” The democratic principle says, 
“We are all in this thing together.’ Thomas 
Mann, who should have thought this thing out be- 
cause of his bitter experience, has written, “We 
must define Democracy as that form of govern- 
ment and society with the feeling and conscious- 
hess of the dignity of man.” 

As a matter of fact, the American is an em- 
ployee who will seldom let bossism work effect- 
ively. He does not take kindly to orders as such 
because of an independent streak in his spirit. 
On the debit side, he does not have too fine a 
sense of law and order, certainly not if he is not 
in accord with the law. On the other hand his 
common school education tends to cultivate a 
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Trend of the Times Requires 
Bill of Rights for Employees 


By Charles O. Libbey 


Head, Office Methods Staff, Tennessee Valley Authority 


belief of equality and democracy through those 
formative years. He resents any caste system; 
at least he resents any caste system in which he 
is an outcast. 

On the positive side, he does respond intelligent- 
ly to leadership. Everyone basically wishes to 
express himself within his social group. The 
measurement of this success may be money, 
power, position, or even show but the first great 
urge of each individual is to produce something 
out of the common in mind, service, or action. 

We often have too little faith in human ability. 
We have put our confidence too often on past ex- 
perience alone and not called upon this potential. 
We never call forth more than a low percentage 
of this potential in the service of any organiza- 
tion. It is the scientist, Darwin, who tells us 
“There are more men with adequate ability than 
we think but they lack that quality of enthusiasm 
that is hard to define.” It is the job of the leader 
to define and put this enthusiasm to use. 

Certainly this democratic principle does not 
mean that we should throw administrative author- 
ity out the office window or divide it up and pass 
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it around. The executive is still the man respon- 
sible for decisions, for getting work done, for the 
captaincy of the team. He is the leader who gets 
others to release their best energies in a unity 
of effort. 

The writings on personnel management are so 
widely distributed that there is little excuse for 
ignorance on the part of the modern supervisor. 

These management techniques are well recog- 
nized and the employee has a right to expect that 
these principles be applied. If we are all in this 
job together with varying degrees of respon- 
sibilities, the employee has something of a bill 
of rights within the democratic framework, which 
Management can accept. He does not mean to be 
antagonistic nor is he asking for paternalism. 
but just a place on the team. 

1. He has a right to decisive supervision. 

An employee cannot do his best unless he knows 
where he fits into the pattern of the enterprise. 
When he has spent his earnest efforts on a job 
and the results get bottlenecked because someone 
can’t decide, we may be sure that in the long run 
it does something to his spirit of enterprise. 
Orders in the form of appeal to cooperation are 
among the most difficult tasks of a supervisor. To 
my way of thinking, a supervisor without clean- 
cut decisions or understanding orders is hardly 
an executive at all. Making decisions is a habit 
that can be cultivated and vacillation is an ex- 
hibition of failure. 

2. He has a right to a sense of fellowship and 
participation. 

As organizations grow larger, relationships get 
frozen into formal channels and the real enthu- 
siasm at higher levels becomes hardly a trickle at 
lower levels. The employee wants to contribute 
and expand in usefulness because in this way 
he gets ahead. He will welcome delegations which 
have adequate authority to do the task. He will 
make worth-while suggestions founded upon his 
detailed knowledge of the routine. He too wants 
to build his ego with a feeling that he is valuable. 
What fatigues an employee is not always the 
work he does but often the mental hazards he en- 
counters. 

3. He has a right to opportunity. 


It goes without saying that the employee is due 
a fair wage and a reasonable security for a job 
well done, and of course he wants opportunity 
in the promotional line. It is the duty of a super- 
visor to estimate the capabilities of his people 
carefully. Too often we pass over good men be- 
cause they are doing so well that we do not want 
to disturb the relationships. Again we pass over 
good men because we have not taken the trouble 
to find out what they can do. This emergency 
has taught us what great possibilities there are 
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in realistic training, and the employee has a right 
to expect that we make the most of it. 

4. He has a right to supervision free from 
prejudice. 

This may appear a big order with many rami- 
fications. Someone has said that if we always 
tell the truth we do not have to have a long mem- 
ory. Also if each decision in personnel action is 
made conscientiously on the basis of merit and 
efficiency we do not have to worry so much about 
the aftermath. No one in a supervisory position 
can afford to have anything but a reputation for 
fairness. I know that hereby hangs many an intri- 
cate and controversial problem that will require 
years to find solutions. The main principle is that 
the employee has a right to be treated on the level. 

5. He has a right to good working conditions 
and relationships. 


We have come to realize how much the work 
place of the employee affects his efforts. The ex- 
pense of his tools should be estimated in terms 
of his activities and not in the cost of material. 
If it improves his labor, there should always be 
willingness to pay for it. Office goodwill too is 
the basis of the office morale. There is a talent in 
the ability to get along with others. I might add 
that I do not believe that I ever saw a really good 
supervisor without a sense of humor. Too often 
we take our responsibilities too seriously and are 
too rigid in their exhibition. Perhaps Will Rogers 
had something basic when he said, “I never met 
a man I didn’t like.” 


The day of this too bossy boss is over! 
A. Devaney, Inc. 


July, 1946 
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Learning to be "Better Business Women in a Better Business World" 


Schenley Successfully Teaches 


Personality as Success Factor 


By Grace Buckley 


* TO REALIZE the objective of “Better Busi- 
ness Women in a Better Business World”, Schen- 
ley Distillers Corporation are blazing a new trail 
in the field of office management with the in- 
troduction of a voluntary course for its feminine 
office employees, on company time, covering im- 
portant phases of personality and human rela- 
tions in business. 

The eight weekly one-hour conferences, con- 
ducted by Mrs. Alberta Greene Redenbaugh, 
graduate of the Carnegie Institute of Technology 
and an expert in educational work, have already 
been taken by 1,030 women and girls, stenog- 
raphers, messengers, executive secretaries, super- 
visors, and receptionists, and other employees, in 
Schenley branches in Cincinnati, Lawrenceburg, 
Ind., Schenley, Pa., Louisville and Frankfort, Ky., 
and New York. With groups limited to seventy 
to encourage discussion, Mrs. Redenbaugh ar- 
ranges two classes daily, morning and evening. 

When classes at New York headquarters in the 
Empire State building were finished, ‘“commence- 
ment”’ for the 650 employees was marked by a 
Fashion Show, held May 28th, in cooperation with 
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Macy’s in the Grand Ballroom of the Hotel Penn- 
sylvania. Radio, stage, and screen stars judged 
the contest to select “Miss Schenley of New York”, 
from the twelve members of the Schenley office 
staff who modeled costumes for wear in and out 
of the office. These models were chosen from a 
group of one hundred volunteers. Presentation 
of the award to “Miss Schenley” was made by 
Lester E. Jacobi, president of Schenley. 

Although this expert instruction in good man- 
ners in social and business life involved a large 
expenditure, as well as 8,240 hours of working 
time, the investment has proved so thoroughly 
worthwhile that plans are being made to add re- 
fresher or graduate courses that have been re- 
quested in all the branches. 

The belief that poise and good manners in social 
life imply equally pleasant attitudes in business 
influenced the selection of subjects covered 
throughout the course. These included: “How to 
Conduct Yourself in Public,” “The Right Way to 
Handle Business Callers,” “How to Properly Ap- 
ply Makeup,” “Telephone Courtesy,” “How to 
Develop Charm and Poise,” “Personal Hygiene,” 
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Jumbled desk—hard to work 


“A Business Girl’s Relationship with Her Boss,” 
“Elements of Proper Posture,” “The Right Kind 
of Clothes to Wear in the Office,” “How to Be a 
Good Conversationalist,” and “How to Budget 
Your Wardrobe.” ? 


Mrs. Redenbaugh, an authority on feminine 
psychology, increased the helpfulness of the dis- 
cussions by introducing demonstrations and 
visual material to emphasize points that were 
made. Hair-dos suited to facial types and correct 
make-up were demonstrated in class with em- 
ployees acting as models. Large blow-ups of photo- 
graphs were used to bring home such contrasts as 


Fold up and so does your work 
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Desirable 


—and Undesirable 


Deck cleared for action 


desirable and undesirable manners in meeting the 
public or good and bad posture in taking dictation. 

Humor lightened the instruction and encour- 
aged a receptive attitude. A ten-minute question 
period preceding each session stimulated interest 
and solved individual problems. Question boxes 
were placed on various floors to encourage un- 
signed questions, an arrangement that elicited a 


That's the girl! Good posture pays 


ss ; 
oe 
: =. 
rer! 


July, 1946 


Jul 


—_ eae aan a ea a r wee é. fae eo me’ 
Z 3 ae, rs: Gad hem |S Se at ie: Be i ofA ae Ee ee rar 
uf ta = ne P a ee Ue nn et ae: ples een 3. ag ce , Lae ee = >. ae 
Re gs a ee RE ee ee ae. en 
pee, = 7 ey 2 
, | ver be ¥ * - 
ae ae eau 
pee , ‘3 Seguin 
ns : : Teese: 
ae. as Ke d eee ee ee 
P Seate 4 : ee ho ae 
Eo ee <i y eee oo . ae 
rec. ee _— Pest ity: ee 
DS ae - + * 7 'ea8 m x P 
2 ee e eS k 
son.” — Ms Pe ; 2a as 
ae : Be d go 
: a  — YD iin. Se 
, ian | es -" = = 7 ma) 4 5 See ie. his ee 
a , a 1 . | °° Se as a , , 
ae ae ‘ _ : a v. 4a Caer Wes 
i. a oie aan y By a a , es -EaeEe: af ea 
ic gana AA - Le Se : ees: SS a fits 5 eS 
Foe ete *, oe 1 fae fo 4 
Bt Take: : ge * . be a i a, 2 7. eee 
| ee <p F yen ee & oe age ee AD 2  ) a ae 
“ Be 8 | ~ i an pit 1 = a ie >. Lay a . aha! cae 
Pt % : es 4y 3 a i = ems = oe ; 4 ah 
a7 “) SS ae ee erie ie —— By NAS 5 : 
o rs _ ahr Bes see a J a - ¥ ‘ ‘ 
ieigeamg am rr “ te eee . ee, = men ‘ 
ae TL : Re a ye “ 4 Ae ae ee 
ae o & % : Ay Py Ss ie ny eae S 
: a is = . 
ae a. Sey Prat ay ea ai 
ae ats ae oe” CS 2 ae 
bi ioe i ee : so aise _ = gi a ; 
ae = a ee a: ee 
oe ; gt a a ae ca iz 
Pesem ee Fear . a a 
cue : : 5 ; 
ie - -— 
tha 
ae. 
aoa... 
ae 
ete 
\ 2 gees 
: Tia ae 
Bd 
ey 
= 
a or zg 
7 Bee ans 
ee 0! 
oe 
¥ ‘4 
De aaa Te Oo! 
ee 
= : Z i, s: ee ™ - 
Rist ie < an ii Z ee —: , 
tie : 14 Ae od ie : ee ae : a 4 -s 
oe» ik ‘ ap oo ae ee ee a 
ger a . a & A — ; zee ye 
< — —— Pere e — Pe 3 
a ’ ba ee st Pb , re — Ss ae 
i as : ; a aks a ig i 
ae z a Hod a F : aS 7 me ; -% « "4 
Nee mi fy Ton e a a oe 
Te i rr eae 4 ’ ; ‘ ie a ae ae 
i ~~ a o Ps —  £&-°.° id 
ae a g ~e re 
2 | ‘ ‘ak 
a D be b, at - x + 
‘oom - ; 3 rs ; 4 5 Zone ke SF — i - 
‘ zi =< ‘ ————— : . ie 
t seat g A ¢ rs ; eR Se 5 r , 2 a 
bs = Lee, am — ii - - po ae at) be + : a Se ae 
eae - A = , i c / : P ra anew 
sft 0 f ; : - . ; , , aa : 
oe an — - eo 1 > =f lO 
a i's .. o i : i ta P fe  & ze u | ers 
ee ae “ ie a bu t< ae aha aa MIR = 
Ae ae pe ee i _ a ©. : a ae 
ae af _ * —_ , tae 7 4 al) oe ee me t 
—— q con ; i as shee ss a ie Me > - a = 3 “ ar ~ ee wl ia - os ‘ 
R, i gb>- ‘ a - . - said . wl ae " 4 = a sl > ¥ ; ar 
n od 2 cme oe =4 . a a. — = i fue 
Vice i, (ag ok —- ” _ “ee . 
x a a — = rt . i oN % . op eae eg ea ¥ is SS > aga a, 
: jaa es ° ie oe Bi a Nene i ee 
=a Be ; ed ) an ee <b tS oe a 
. aa 2 es II ieee ital: ‘ a. ae 
oa 3 ee kes teeali - i gee: a : aa oa! Ot 
peers 4 “te oe + 2 oe F ; ‘ 7 eS a 
‘a a pening | pels =» ro 4 < |. 5 a os ae. 
. ae Ro: ae i. Tae ee ae , ees . i a ek 
fe ee pot = - r - ane aS Oh a =a : ars as a oe 
apo hee |) re ; eg ee rae a 3 eee 
: hens Pca a fe “Spee -iidiaiieal y. q 9 haa “a ‘ee! 
Fy a 4 * afar / Be S, ; oli —_— : ha P. : oaier 
ee EE Ae le oes Be a ~~ e- ec. . aa ‘a : a 
ee x ie a P i . & a a ed Bees! -: os Me E 3 > Bh 
Soa re F 7 ids ee! 2 : ° * > ey, : - tae & : a” eee te 
ee 6h ial ele oe a - a ale aa le 
a? ae nitrerai “ | : + * ‘ er Ro ees eae, — veel] F 
ae ts . om Pa - "2 ERI SS ae A ee 5 
‘a { Se te ee the <a e . es ae ee ee. we ee 
i ae oth apis SS ee Se - ia aa Bs gs - +a 
oi = Swi : oo = > . oe o Ri OME Se Pe. 3 7 
er : 3 , ”, * ie ares Fer >. BP Be . ‘ , et ere, so 
a ¢ Kap RS Se ee LR a ae at oe a a oy See a - ’ 
Z ‘ae cr, : - a Pn nN, : eS Pe me : Fn ie : Se a ; fin a 
ee leo : + . . BR Sy 7 SE ee s a Re a, | nell 
a. * ; ei ee ee : , -» ich e a PAS 3 
‘ 
a eee re 
ar 
i. oan g 
a oi eS i a” 2 
a a: eke . ee ; ' 
= ae ie roe. ~ °S Sane eae ee ae chr . a % * ; 
- ae ae fe et be) a eee: a _ i a - Ta 
ei ae : : on a ee i es a 


Not such good reception here! 


great variety of inquiries, broadening the scope 
of the conferences. 

So much interest was expressed in entertaining 
at home that Mrs. Redenbaugh included a session 
on “Hospitality,” demonstrating attractive table 


No wonder the dictator forgets his words! 


yes 


od 
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Fighod 
i, Oa 


Live girl, live company, he figures 


settings and even supplying recipes for simple, 
appetizing meals. 

Good social manners, including the greeting 
and introduction of friends, were linked by the 
director’s instruction to desirable manners in 
meeting business callers. Photographs emphasized 
the vast difference in the impression made by a 
smiling receptionist giving a caller her undivided 
attention and one appearing glum and preoc- 
cupied. 

Humorous contrast again emphasized the ad- 
vantages of an uncluttered desk for clear thinking. 
The importance of good posture in typing or dic- 


A stimulant to smooth dictation 
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tation was similarly illustrated, and photographs 
contrasted the correct business use of the tele- 
phone with its improper use for personal gossip. 

The desirability of poise in every relation in 
business or social life to promote pleasant rela- 
tionships was stressed. 

“Personality, charm, and poise go together,” 
Mrs. Redenbaugh explained to her audiences. 
“You can’t have personality unless you have 
charm. You can’t have charm unless you have 
poise. And you can’t have poise unless you know 
the right thing to do at the right time.” 


“Blue Mondays” begin like this. 


All the “right things to do,” ranging from cor- 
rect etiquette in ordering when accompanying a 
man to a restaurant, to the avoidance of common 
faults in speech, were summed up in her talks. 
The necessity of giving respectful attention to an 
executive who cultivated a friendly, informal at- 
titude to make office life agreeable was pointed 
out. 

The human slant in office relations, the expres- 
sion of personality in courtesy, friendliness, kind- 
ness, and enthusiasm, were highlighted through- 
out the course. This emphasis has already paid 
dividends by featuring a generous, cooperative 
spirit, making for greater efficiency and mutual 
helpfulness in the Schenley offices. 

Minutes of the meetings were recorded and 


Mimeographed, and prepared as manuals for the 
employee pupils. 

The way in which the classes in “Personality 
in Business” originated is decidedly interesting. 
About a year ago an alert office manager in the 
Schenley, Pa. offices, completed a course of this 
description for men and expressed to an executive 
the wish that the women employees might benefit 
by similar instruction. Schenley executives make 
a point of encouraging initiative and the office 
manager was advised to see what could be done. 
Looking into resources, he found that Mrs. Reden- 


Cheerful alert entrance starts the day right. 


baugh was conducting personality classes in Pitts- 
burgh business schools. Her previously experi- 
ence as a department store executive in that city, 
as lecturer for women’s clubs and radio programs, 
make her counseling especially well-adapted for 
employee groups. 

Schenley’s arranged the first course in the of- 
fices at Schenley, Pa. Response was so enthu- 
siastic and results so excellent that the instruction 
was extended to other branches. 

An indication of the timeliness and outstanding 
benefits of this new emphasis on human rela- 
tions and personality in office groups lies in the 
virtual flood of inquiries that the firm has received 
from other business organizations regarding the 
instruction. 
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An Office 
Planned for 
Functional 


Operation 


Reception room at Aldens Inc., New York. 


% EARLY in 1943, Aldens Inc., formerly 
known as the Chicago Mail Order Co., faced with 
rapidly mounting sales and a growing scarcity of 
consumers’ goods, found it necessary to expand 
its New York buying offices. 

A location survey revealed several apparently 
suitable parcels of space. However, prior to actual 
leasing negotiations, detailed layout studies were 
prepared, so that adaptability to a functional lay- 
out might be given its proper weight in the deci- 
sion to be made. 


A parcel of space, approximately 44,000 square 
feet, on the sixth and seventh floors at 200 Madi- 
son Avenue was selected, and detailed office lay- 
out studies were conmmenced. 


The program comprised accomodations for 
some sixty-five buyers, together with the neces- 
sary sample rooms and services, as well as the 
administrative group, and provisions for the art, 
copy and type departments. 

The primary decision was made that some 
privacy for the buyers was essential, and further 
consideration of an open area or “bull pen” opera- 
tion was abandoned. After much study, a typical 
buyers’ office unit, approximately 10 by 14 feet, 
surrounded by dwarf partition, 5 feet 9 inches 
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high, was approved, and this unit forms the basic 
element of the plans. 

Offices for heads of departments are enclosed by 
partitions 8 feet 6 inches high and secretarial 
areas are bounded by railings 3 feet high. 

Wartime conditions prohibited the use of steel, 
and, consequently, all partitions are constructed 
of plaster block with fireproof wood superstruc- 
ture. This was not an unmixed blessing, since 
very substantial economies resulted, as well as 
favorable action by the War Production Board. 

In all phases of the construction, every effort 
was made to “adapt it” or “make it do,” in the 
interest of WPB limitations, and the desire to 


provide an attractive, comfortable, smoothly- ° 


working office set up without unnecessary expense. 

Space utilization and control, as well as circula- 
tion, dictated that the elevator lobby serve as 
reception room. The furniture layout adopted suc- 
cessfully relieves the elongated shape of the room. 
The central point of interest is an enlarged replica 
in color of the company’s current catalogue cover. 

Kodachromes of current catalogue illustrations 
framed as pictures and mounted in a group with 
a light box behind lend additional color to the 
room. 

Kenneth H. Ripnen Co., Inc., New York, office 
layout consultants, carried the work from the 
preliminary studies of the various parcels of space 
through to final completion. 
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Conventional arrangement for. an executive's office. The confer, 

ence table, besides affording a working surface for group meet 

ings, enables the executive to lay out work whenever a voluminow, 

protracted job calls for extra desk surface, without getting in th 
way of more routine work. 


See following pages 
for additional views 


of Aldens’ offices 
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A cheerful vista of some of Aldens' executive offices. 


More on Aldens' Offices 


Secretarial areas at Aldens such as these are located strategically 
with relation to the offices of the buyers and their assistants. 
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It didn't cost much to equip this 

emergency rest and _ relaxation 

room at Aldens. Strictly utilitar- 

ian in its appointments, it earns 

the appreciation of Aldens em- 
ployees. 


The all-glass partitioning in ar- 

rangements such as this is an at- 

tractive feature of some Aldens 
buyers offices. 


Devoid of any distracting influ- 

ence, Aldens' Hall is designed 

and furnished for effective buyers’ 

meetings, executive gatherings, 
etc. 
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E. H. Conarroe, New York, Chairman of board; O. J. McMunn, Pitts- 
burgh, vice-president; O. L. Jones, Tulsa, president; W. H. Evans, Phila- 
delphia, secretary-treasurer. 


C. B .Carey, T. J. Manzke, Harold J. Roth, 
L. Jones, and two Jones Commercial Hi 
School pretties. 


National Office Management Association Officers, Directors, and Committee Chairman—Back row, 
left to right: H. A. Wickert, Omaha, Neb.; L. H. Diekroeger, St. Louis, Mo.; Edward Perkins, San 
Francisco; C. E. Butler, Worcester, Mass.; J. E. Mueller, Louisville, Ky.; M. J. Seibert, Milwaukee, 
Wis.; D. C. Carlisle; B. R. Haynes, Knoxville, Tenn.; W. M. Bennett, Indianoplis, Ind.. Middle row 
left to right: H. H. Kase, Rochester, N. Y.; K. B. Willett, Stevens Point, Wis.; Charles O. Libbey, 
Knoxville, Tenn. (not a Director); F. B. Keller, Akron, O.; A. J. McCrickard, New York; S. R. Leach, 
York, Pa.; S. A. Reisenman, Denver, Col. Bottom row, left to right: J. B. Andrews, Seattle, Wash.; 
J. S. Wall, Madison, N. C.; E. H. Conarroe, New York; O. L. Jones, Tulsa, Okla.; O. J. McMunn, 
Pittsburgh, Pa.; C. F. Fleckenstein, Detroit, Mich.; W. H. Evans, Philadelphia, Pa.; L. W. Clark, 
Houston, Tex., is not in the photograph. 
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J. Roth, 
ercial Hi 


CHICAGO CHAPTER CONFERENCE COMMITTEE CHAIRMEN 
In the back row, left to right: H. E. Altman, Northern Trust Co.; A. G. Keck, First National Bank; 
T. J. Manzke, Pure Oil Co.; Gearge Simpson, Peoples Gas Light & Coke Co.; C. B. Carey, Jones 
Commercial High School; R. T. Johnson, Aetna Insurance Co.; Dean Drewry, Chicago Association of 
Commerce; W. M. Haddow, Northern Trust Co. Front row, left to right: J. M. Herrmann, Workman 
Service, Inc.; S. L. Workman, Workman Service, Inc.; K. W. Moore, Chicago Title and Trust Co.; 
Harold J. Roth, Commonwealth Edison Co.; F. E. Kelly, General Candy Corp.; J. F. O'Keefe, Office 


Management Association of Chicago. 


Caught by the Camera 
at NOMA’S Convention 


Edward Perkins, San Francisco, director; O. L. Jones, Tulsa, president; J. B. Andrews, Seattle, director; 
D. C. Carlisle, Toronto, Canadian coordinator; K. B. Willett, Stevens Pt., Wis., director; L. H 
Diekroeger, St. Louis, director 
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A Tribute to 


% IN tribute to the people in every office who 
have the job of translating the executive’s 
thoughts into words, Station KYW, Pittsburgh, 
has devoted one of its Valley Forge Caravan pro- 
grams, sponsored by Adam Scheidt Brewing Co., 
to the secretaries of America. Here’s the salute: 


THE VALLEY FORGE CARAVAN tonight 
salutes the secretaries of American industry! 


% THE value of a secretary is not appraised on 
the basis of her technical skill alone, on her un- 
derstanding of business procedure, on her per- 
sonality, but on the basis of all three requisites. 

Two thousand years ago, Tiro, secretary to 
Cicero, the great Roman orator, invented the 
first shorthand system based upon the capital let- 
ters of Latin. The art of shorthand writing dis- 
appeared through the dark ages and did not re- 
appear until Dr. Timothy Bright revived the art 
in 1588, in an effort dedicated to Queen Elizabeth. 
The first shorthand system with a real alphabet 
was devised in 1602 by Rev. John Willis. Based 
upon the Tironian system, its characters emerged 
in all directions. It was not until 1802 that an ef- 
fort was made to develop a system following the 
flow of natural handwriting. 


Chase Contests Arouse Interest ver 


% ADDING MACHINE contests and spelling 
bees, with awards for winners, provided much 
fun for the forty or fifty participants and their 
audiences when staged by the Chase Bank Club, 
to which employees of the Chase National Bank 
of the City of New York belong. These evening 
events were held together about twice a year in 
the club’s lounge at 42 Trinity Place, New York, 
until curtailed by war emergency work. 

With many expert operators from the bank’s 
check departments among the entrants, adding 
machine contests were naturally exciting. Half 
a dozen machines were brought to the Lounge 
for the contest. Entrants were given a batch of 
perhaps 150 checks and their speed timed by stop 
watch while they put them through. Many of 
these contestants exceeded the average speed of 
operators in the bank’s adding machine depart- 
ments, then computed as 1,200 checks per hour 
for a six-hour day. 
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the Secretary! 


In modern shorthand, two names stand out 
prominently, Sir Isaac Pitman and Dr. Jom 
Gregg. Pitman’s greatest achievement was the 
establishment of the phonetic principle of writing 
by sound, while Gregg’s was that of correlating 
the principles of longhand into the writing of 
shorthand. The spread of the use of shorthand by 
women secretaries was slow in development. 
Prejudices had to be overcome before women see- 
retaries were accepted into the business world 
The Civil War did much to remove these ob 
stacles. Even greater impetus was received with 
the advent of World War One and continued in 
World War Two. During the latter, thousands of 
young women efficiently did their work in offices of 
the armed forces throughout the world and othe 
thousands rendered their services efficiently an( 
patriotically on the home front, each playing their 
part to the utmost. 

A modern secretary to be successful must be 
dependable, of good disposition, intelligent, of 
neat and pleasing appearance, possess a pleasan 
voice, have initiative and ambition, and enjoy 
good health. To all those thousands who qualify 
in this category who are secretaries, we of the 
Caravan offer this 1158th tribute tonight! 


Spelling bees which proved of general —_ work 
as well as attracting many secretaries, steno 

phers, and typists eager to test their proficiency 
were conducted much like popular radio progr 
events of this kind. A committee which mig 


‘ include a bank officer and several employ Le 
picked words at random from the dictionary ang train 
judged the contest. of Ei 

Prizes of cash or gift certificates stepped u To 
interest in the competitions. Like many eventg S¢ssic 
planned by the Club, these contests challengeg &Tou] 
alertness and ability, helping members of tly 4 R 
bank’s personnel to keep on their toes. Relat 

It would seem that interest in other phases Emp! 
office work could be stimulated by competition Sessic 
such as those of Chase National Bank. Good wor Th 
ers pride themselves on their ability in thei Pany’ 
chosen field, and revelation in contests of Ww cipate 
they can do provides welcome stimulation for Horn: 
newcomers.—Grace Buckley. and p 
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ther New York Central's first Public Relations Group meeting of officers and supervisors. At head of 
table, left, L. W. Horning, right, Arthur L. Mann. John G. Castle is third from front in the row 

ant at extreme right. 

heir 

t be 


* ROUND TABLE DISCUSSIONS of public 
relations that the New York Central Railroad is 
conducting for all its employees, both those whose 
contact with the public is direct (such as ticket 
sellers and trainmen) and secretaries, clerical 
eres} Workers, and others whose contacts with the pub- 
lic are indirect, suggest the growing importance 
of this “science of friendly human relations” in 
creating good will and attracting postwar busi- 
ness. 

Leaders of the conference are key employees, 
trained with the cooperation of the Department 
of Education in New York and other States. 

Topics treated in the weekly two-hour evening 
sessions, scheduled for a six-week period for each 
group, include “Good Will,” “Advantages of Being 
a Railroad Employee,’ “Employee-Employer 
Relations,” “The Employee on the Job,” and “The 
Employee as Part of the Public,” with the final 
session a review and summary. 

This instruction, in which 30,000 of the com- 
ij Pany’s personnel of 136,000 have already parti- 
tipated, was planned four years ago by L. W. 
Horning, vice-president in charge of personnel 
and public relations, and John G. Castle, assistant 
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‘4 Big Railroad’s Public Relations Training 
— Takes Variety of Forms 


By Virginia Kent 


to the vice-president, with the cooperation of 
Arthur L. Mann, chief of the Bureau of Indus- 
trial Service, New York State Department of 
Education. 

Sixteen key employees were then selected from 
the New York personnel to be trained by the De- 
partment of Education as conference leaders. 
Men were chosen who had some experience in 
public relations in different departments and who 
were genuinely enthusiastic about New York Cen- 
tral. 

Today there are 350 conference leaders in 
eleven different States. In conducting the informal 
public relations discussions, these employees de- 
velop executive ability and in many cases earn 
promotion. 

By making employees aware of the advantages 
of mutual friendliness and cooperation and 
clarifying the common interests that they share 
with management, the group conferences reduce 
labor turnover. 

Causes of turnover are also analyzed and meth- 
ods of prevention discussed. Six causes listed are: 
1. Do not like the work. 2. Become discouraged 
at prospect of slow advancement. 3. Misfits. 
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4. Insufficient earnings. 5. Become discouraged 
because of errors in work. 6. Poor or unfair 
supervision. 

For Cause 1, correctives suggested are: En- 
couragement by fellow employee and, if employee 
persists in leaving, an exit interview (responsi- 
bility of management.) For Cause 2: Fellow em- 
ployee to explain facts and extend encouragement. 
For Cause 3. Adequate program of employee se- 
lection and placement. For Cause 4: Complete 
explanation of earnings at time employee is 
hired. For Cause 5: Active assistance of em- 
ployees who become discouraged because of errors 
in work, and sound job instruction and super- 
vision. For Cause 6: Training and selection of 
supervisory personnel. 

As executives and employees recognize the value 
of good public relations for growth of business 
and employment, their contacts in the community, 
as well as with customers, promote a _ better 
knowledge of the company’s accomplishments and 
influence public opinion favorably. 


Influencing opinion 


Opportunities for influencing the opinions of 
friends, service clubs, church societies, trades 
people, relatives, civic activities, political activi- 
ties, and neighbors are discussed in one session 
dealing with “Employee Contacts with the Public 
Off the Job.” By questioning, leaders develop the 
probable contacts that the average employee 
makes daily in the community, estimated as high 
as fifty. Such an average, they suggest, means 
more than five million daily contacts for all New 
York Central employees, a sphere of influence 
extended by contacts made by employees’ families. 
By reflecting their pride in the organization with 


which they are associated, they are certain to pro- 
mote favorable public relations. 

Scientific methods of instruction have con- 
tributed to the success of the public relations con- 
ferences. Leaders, following outlines or manua!s 
developed from material prepared by the New 
York Department of Education, avoid lecturing, 
merely guiding the discussion of the groups whose 
members are encouraged to formulate their own 
questions and answers about topics considered. 
With tact and skill, conference leaders draw 
all the group members into the discussion, keep 
it from wandering far afield, and make certain 
that subjects are fully covered. 


Good ideas suggested 


As ways in which service and efficiency can be 
improved to further good public relations are dis- 
cussed, employees often suggest interesting and 
helpful ideas. 

Evening typing and shorthand classes now 
provided for New York Central’s employees in 
New York City resulted from suggestions made 
in public relations conferences three years ago. 
Teachers are engaged from the Straubenmuller 
Textile High School, where the two-hour sessions 
are held twice a week for each group. Thirty- 
five employees are currently enrolled in shorthand 
classes, and three groups of twenty are taking 
typing. About fifteen per cent of these employees 
are men. 

Many of the company’s typists welcome the op- 
portunity to acquire shorthand to prepare for 
promotion. Speed tests are given, and teachers 
report pupils qualified for stenographic jobs. 


(Turn to page 44) 


A New York Central typing class. 
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ABOVE AND RIGHT: 

THE SILENT SECRETARY. Mason Stationery Prod- 
ucts, Inc., 6 Varick St., New York 13, presents the 
Executive Secretary, a four-in-one unit combining 
desk pad, memo pad, address book, and calendar. 
A blotter is unnecessary with it. Base of Masonite; 
panels of leatherette; 24-karat gold tooling in a 
distinctive design; size, 19 by 34 inches. Available 
in green, brown, and maroon. Price, $6.50. At the 
right is shown closed, and above, open. 


RIGHT: 
IF EFFICIENCY is your goal, give them good light to work 


with. The manufacturers of this new fluorescent desk lamp 
claim it throws 40 percent more light on the working surface. 
The lamp is adjustable so that the light can be projected 
on the work and not in the operator's eyes. Because of the 
depth and design of the reflector, a one-tube fluorescent 
light is as efficient as two tubes, and throws more light on 
the working surface with less glare. The tube snaps out 
and can be adjusted in the direction desired. The shade, 
of a durable plastic, is available in mahogany, grey, or black 
finish. Made by the Standard Business Machines Co., 542 
South Dearborn St., Chicago, manufacturers of the Sound 
on Wire dictating machine. 


NEW THINGS 
in the NEWS 


LEFT: 


FOR INEXPENSIVE INTERCOMMUNICATION, use the Marvel 
phone. This phone operates on a dry cell battery and will transmit 
conversations over distances of several hundred feet, with audible 
qualities comparable to standard telephones. A slight pressure on 
the button located in the center of the dummy dial produces a 
buzz on the other phone. Packaged with seventy feet of single 
conductor wire, this phone is priced at $9.95 retail. Made by the 
Century Chicago Co., 335 West Madison St., Chicago. 
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LEFT: 

A NEW UNIT for office use. The International Plastic Covp,, 
Morristown, N. J., has announced the addition of a 25-cent dispenser 
unit for their Taypit crystal-clear, transparent tape. This new unit 
dispenses 300 inches of 44-inch self-sealing tape, and retails for 25¢. 


RIGHT: 

IN BEAUTIFUL COLORS. This attractive 
V.P.D. (Visible Protected Display) plastic meme 
pac holder comes from the Joshua Meier Co 
36 East l0th St.. New York. Available in rich 
mahogany, ivory and green, and other colors 
Hes a deep paper pocket for 3 x 5 sheets 


convenient pen or pencil rest n tront and y/ 
shatter-proof, chip-proof construction. Ava 
able with gold imprint of up to four lines 

type Size, 7 2* 4! 2 * I/ inches 


F 
ATTRACTIVE AND USEFUL waste receptacle from the 

nlarged line of the Federal Fibre Corp., 3704 10th St 
Long Island City, N. Y. This company specializes in large 
and small baskets and hampers for industrial as well as home 
and office use. A complete catalogue of FEDCO products 
s available from the manufacturers 


LEFT: 

WITH A TWIST OF THE WRIST. This is the new Smead 
Kwik-Twist drill which cuts '/4-inch holes through a full half- 
inch of paper with a twist of the wrist. Can also be used 
on cardboard, leather, and fabrics. The drilled-out cuttings 
travel up into the transparent plastic handle, which is easily 
emptied. With each drill comes a celluloid template for 
drilling holes to fit all standard types of binders. For 
safety in carrying, and to protect the cutting edge, the 
drill reverses into the handle. Retails at $1. Extra bits are 
available. From the Smead Mfg. Co., Hastings, Minn. 
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RIGHT: 
AMAZING 


+he tour 


Stella Pajunas of Cleveland, Ohio, has simultaneously won 
big title events of international typing competition. She has won 
the world's professional, women's professional, amateur, and novice cham- 
pionships. Using an electromatic typewriter, she scored 137 five-stroke words 
a minute for a new novice record, the previous figure being 129 net words 
3 minute, while in the other three events she scored 140 net words a min- 
ute. Mary Pajunas, sister of the new champion, scored second in both the 
amateur and the novice events with 104 words a minute for the former, and 
101 words a minute for the latter. Both girls are employees of the Inter- 
national Business Machines Corp., and graduates of the John Hays High 
School in Cleveland, Ohio. Stella won the high school novice event at 
Chicago in 1936, the Ohio amateur award in 1937, and in 1938 broke the 
world's school record for the dictating competition. In 1940 she set a new 
world's record of 106 net words a minute in a special dictating event, and 
in 1941 won third place in the world’s novice event at Chicago. She was an 
instructor for Peace Conference typists in 1945, in Washington. 
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ABOVE 
FOR THE FIRST TIME, Floquil fountain marker and mark 
g color usec exten ely in ar plants, are available from 
Tatic ry eale tn ugqnout the country. The Floqu 
ntain marke marks on any surface wet or dry 
Ts hangy non-breakaDie non-inflammable ana nstant- 
irying Has only three non-moving parts. The precision 
fitted nib re instantly interchangeable. A marker and a 
hoice of marking colors sell as a set for $2.50. Made by 
the Floquil Products, Inc., 1993 Broadway, New York 
| 
| 
j 
ABOVE: 


FOR WRITING memoranda and notes, the De Luxe Roll Memo 
Pad introduced by the Mayer Mfg. Corp., 3130 West 5ist St., 
Chicago. This pad comes with a 250 foot roll of standard 3 7/16- 
inch adding machine paper. A fresh writing surface is continuously 
fed into position by a simple turn of the knob. This is achieved by a 
system of invisible rubber rollers in firm contact with the paper, 
making for smooth, even action, and preventing jamming or stick- 
ing. Below the writing surface is a special compartment for filing 
memoranda. The De Luxe Memo Pad is made of heavy gauge steel, 
mounted on four rubber feet to prevent scratching. It is finished in 
crackle green enamel or walnut brown 
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ELOW 

N USE W. A. Moen, sales manager for Bell & Howel 
Co., 7100 McCormick Rd., Chicago, is shown using the new 
Peirce magnetic wire recorder and reproducer for office 
dictat The nplete unit now is distributed by Bell & 
Howe The new machine has a desk-stand microphone and 
provides 66 minutes of continuous recording Has 5-inch 
permanent magnet speaker. Operates on any 1|15-volt AC 


ine (or on DC with a converter) Simplified controls 


welded steel case construction 


silver gray wrinkle lacquer 
finish, rubber feet, and a carrying handle. Price, $595 plus 
$40.16 federal excise tax. The amplifier unit will serve 


for public address work when used with a high-impedance 
microphone or phonograph 


speaker. 


turntable and an 
The wire will last indefinitely.. Previously-recorded 
sound is erased automatically when a new recording is made 
Portions of a recording can therefore, be 
replaced as desired 


auxiliary 


removed and 
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ABOVE: 

IT'S A PORTABLE continuous tape recorder, Filmgraph 
model FR, designed for continuous recording and play- 
back lasting three hours. It will record conferences clearly 
even though the conferences are taking place forty feet 
away from the recorder'’s microphone. Recordings can be 
played back instantly without processing, or may be played 
at any time afterwards through either a loud speaker for 
group listening, a built-in soft speaker, or a midget earphone 
for private listening. Records are stored in flat small boxes 
for filing or for mailing. Each box has a log on the out- 
side. Housed in a luggage type cabinet, |1'/2 inches deep, 
9\/p inches high, and 13 inches wide. Weighs 24 pounds net. 
The manufacturer, the Miles Reproducer Co., 812 Broadway, 
New York, says the Filmgraph is designed for authorized 
telephone recording. 


BELOW: : 

LUMINOUS INDIRECT LIGHTING UNIT, known as the Star 
This unit makes use of a molded translucent Plaskon reflector. of 
such density that the lighted luminaire is almost as bright as the 
illuminated ceiling. According to its makers the continuous use of 
these units will make for an evenly lighted ceiling which provides 
the skylike effect of evenly distributed light, with no deep shadows 
or sharp contrasts and without distracting glare from the light 
source. Forty-watt fluorescent lamps are used. These are acces- 
sible from the top of the reflectors which are held in place by 
illuminated satin aluminum supporting bands and are easily slid 
in and out of place for maintenance purposes. The molded re- 
flectors and end caps are made from Plaskon, a molding compound 
The reflectors are lightweight, non-electrostatic, non-shatterable 
uniform in appearance, and will not support combustion. All visible 
metal parts are finished in satin aluminum. From the F. W. Wake- 
field Brass Co., Vermilion, Ohio. 
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THE PRINTER'S PROPORTION RULE designed to simplify problems far adver- 


tising men, editors, lithographers, engravers, and typesetters. 


At one setting the 


slide rule gives correct dimensions for reduction or enlargement in both inches and 
picas. 
operate and is easy to read. 
available for advertising imprint. 
with legible markings. 
Monroe St., Peru, Ind. 
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It instantly converts picas to inches or inches to picas. 
The entire back surface of this 10-inch long rule is 
It is well made, and has a white lacquer face 
Manufactured by the Lawrence Engineering Service, 326 


It is simple to 


LEFT: 

NO MORE BLEEDING FINGERS. The new U-Dial-it, @ 
5-in-| blade holder quickly takes care of any cutting job. 
The dial is made of three aluminum parts, and a double edge 
razor blade. By dialing, the razor becomes a scraper, 
slicer, ripper, clipper, or trimmer. To select any one of these 
cutting positions you loosen the knob, turn the top plate 
(dial) until the desired number shows under the window, 
tighten the knob, and do your cutting. In a closed position, 
U-Dial-lt may be carried safely in the pocket. Each holder 
comes in a sealed cellophane envelope with a bright red 
instruction card. From the H. R. Basford Co., 425 2nd St. 
San Francisco 7. 
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Interesting Office Employees 


in the Suggestion System * 


by C. H. Hall 


Secretary, American Surety Co. of New York 


* IN YEARS gone by, our company had a 
number of suggestion campaigns which oc- 
casioned some interest for a short time, and af- 
ter a few gold pencils or pens were awarded, were 
soon forgotten. F 
Early in 1942, our president decided that the 

time was ripe for a modern suggestion system, 
and he sent a communication over his signature 
to every member of the staff, stating that he was 
looking for new ideas and suggestions for carry- 
ing on our business which would 

(1) Produce more desirable business; 

(2) Save unnecessary expense; 

(3) Increase service and efficiency. 


The most important sentence in his communica- 
tion was this: “Send them to me personally.” It 
was pointed out that every suggestion submitted 
would receive careful consideration and that cash 
prizes would be given for those adopted. The let- 
ter closed with this thought: “Let us all share 


* This highly interesting article is excerpted from the ad- 
on this subject by Mr. Hall which was one of the fea- 
tures of the Greater Metropolitan Regional Conference of 


the Nationa! Association of Suggestion Systems at the Hotel 
Commodore, New York, June 6th. 
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in advancing a continuous flow of new ideas and 
suggestions.” 

The response was immediate from all depart- 
ments in the home office and from the companies’ 
thirty eight branch offices throughout the country. 
The staff of our companies numbers between 1650 
and 1700, with approximately one-half located in 
the home office in New York and the other half 
in the branch offices. During the first year well 
over 1,000 suggestions were received and for four 
and one-quarter years the flow of new ideas and 
the interest in the program have been sustained. 
We have been averaging approximately half a 
suggestion per employee per year. This volume 
has remained remarkably steady, but with the in- 
troduction of some new plans this year we hope 
to improve that record. 

On the subject of volume of suggestions. I 
rather like this story: 


On his way down to the office one morning, our 
president was proudly telling one of the directors 
of our company that in less than a year he had 
received a thousand suggestions from members 
of our staff, whereupon the director, with a 
twinkle in his eye, remarked: “Oh, surely not! 
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There can’t be that many things wrong with the 
company.” 

While we all like to think in terms of a large 
number of suggestions, it is also highly desirable 
to have as widespread a participation as possible 
in the program by the members of the organiza- 
tion. The formation of suggestions stimulates the 
employee to think more about his particular work 
and the way his work fits in to the whole operation 
of his company; and this in turn cannot be other 
than helpful to both him and his company. 

The machinery to process these suggestions in 
the beginning was very simple and did not work 
particularly well. We had a suggestion commit- 
mittee composed of two officers and one depart- 
ment head. The suggestions were sent by the sec- 
retary of the committee to the interested depart- 
ments. Their views and recommendations were 
obtained and passed on by the Committee at week- 
ly meetings. We soon found that this plan was in- 
adequate and we then set up two divisional com- 
mittees (since increased to three) of four mem- 
bers each, composed of department or division 
heads, or their assistants, in addition to a general 
suggestion committee of two vice-presidents and 
a department manager. 


Each department represented 


The members of the divisional committees are 
picked so that each department of the company 
may be represented on one of the three commit- 
tees, and the suggestions are then assigned to the 
committee which has a member from the depart- 
ment most interested and affected by the sug- 
gestion. Because such a large part of the opera- 
tion of an insurance company is accounting, we 
have a member from the accounting department 
on each divisional committee and divide the ac- 
counting suggestions as evenly as possible among 
these committees. 

It has been our practice to change periodically 
the membership of these committees in order to 
give others in the organization the opportunity 
and experience of processing suggestions. The 
chairmen of these committees found that it was 
much more satisfactory to have their meetings 
scheduled for a definite time each week and limit 
them to one hour. In this way the members were 
able to make their plans accordingly and full at- 
tendance at the meetings was assured. 

A suggestion blank was prepared in sets of six 
—an original and five copies. The suggester re- 
tains the sixth copy and sends in the five others. 
After acknowledgment, registration, and indexing 
of the suggestion, we retain the signed original 
and the other four unsigned copies are sent to 
one of the three divisional committees, one for each 
member of the committee. The divisional com- 
mittee chairman assigns the suggestion to one 
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of the members of his committee for investigation, 
This committee member consults all interested 
parties and reports his findings at one of the 
weekly meetings. The committee’s recommenda. 
tions are indicated in the space provided on the 
back of the suggestion blank and two of the four 
copies originally sent the committee are then 
routed to the general committee. The general 
committee either O.K.’s the recommendations of 
the divisional committee or conducts an indepen 
dent study of its own. It also indicates the amount 
of award when the suggestion is accepted. The 
two copies with recommendations of both commit 
tees are then returned to my office. The accept 
ance letter and check, or rejection letter, are the 
prepared and sent out over the president’s signa 
ture. 
With respect to accepted suggestions, one copy 
of the suggestion with the action of the committe 
is kept in our permanent file and the other copy 
is sent to the interested department in order that 
the suggestion may be put into effect. 
This plan has worked exceedingly well, for it 
has eliminated retyping of the suggestions at the 
home office. Practically all suggestions receive 
are typewritten. As the company owns its hom 
office building, we do have building and main 
tenance employees but in most instances they ar 
range to have their suggestions typed for them 
(Turn to page 48) 


Phe 


New award presentation plan at Prudential 
@ CASH AWARDS totaling $1,720 were made 
June 19th to 106 employees of the Prudential Insur- 
ance Co. of America in recognition of suggestions 
approved during the month of May. A 
The highest award was won by Frederick M. * 
Wells, special clerk in the mortgage loan and real prodi 
estate investment department; second highest to § trade 
Edward Hall, staff assistant in Region O; and third § is so; 
place to Jack Huff, supervising clerk of the premium § i, , 
receiving division. In each case the suggestion of th 
embraced a plan whereby the operation of the 
employee's particular division might be simplified What 
and more made efficient. in off 
Robert M. Green, vice-president of the company Fy, 
and chairman of the suggestions awards committee, § <0... 
presented the checks. All phases of the company’s ae 
operations were represented by the prize winners, prepa 
with a member of the commissary staff in his high 1. D 
white cook's hat adding a colorful touch. Nin 
Following the presentations, Carroll M. Shanks, § definj 
Prudential president, addressed the winners. Th comp: 
recognition of employee suggestions was a trad-§ .  * 
tion in Prudential, he pointed out. The presente °° | 
tion ceremonies marked a change in the manner§ Was b 
of making the awards. Heretofore, the presentations§ ence. 
have been made individually. The new plan, which nite » 
gives the prize winners a chance to meet, will other 
continued in the future, according to Leslie |. Fergu- h 
son, assistant director of office services, who preg ™ ole 
sided. compa 
policy 
July, 19 July, 15 
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Photo courtesy Pan American World Airways, New York. 


What Policies Should Govern 
Trade-in of Office Machines? 


Report of a Survey in Cincinnati Area 


% AS THE manufacturers get back into normal 
production of office machinery, the subject of 
trade-ins will become pertinent once more. Here 
is some very useful information brought together 
in a survey conducted by the Cincinnati chapter 
of the National Office Management Association, 
What is the policy of most companies for trading 
in office machinery during normal times? 

From 24 questionnaires returned to the Re- 
search Committee, the following summary was 
prepared : 

1. Do you have an established policy? 

Nineteen companies advised that they had no 
definite basis for trading in office machinery. Two 
companies advised that they did have definite poli- 
cies, but one of those two stated that the system 
was being revised as a result of wartime experi- 
ence. Two organizations reported they had defi- 
nite policies for trade-in on typewriters only, one 
other for typewriters and duplicators only. As a 
whole, the survey showed that the majority of 
companies do not have an established trade-in 
policy for office machinery. 
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2. If you do not have a definite policy, what is 
the basis for determining when new machinery 
will be purchased. 

A. When old machinery wears out? 

B. When a salesman convinces you that he has a 
better product than the one you are using? 

Ten companies reported that their policy was to 
purchase new machinery when old machinery 
wore out. Three companies stated that they pur- 
chased new machinery when salesmen convinced | 
them that they had better and more efficient prod- 
ucts than the ones they were using. Eight advised 
that their policy was a combination of the follow- 
ing three: 

A. When machinery wears out. 

B. When salesmen convince them they have 
better products than those they are using. 

C. When there is a budgetary control for the 
purchase of new machinery. 

Of the 24 companies reporting, two utilize what 
might be termed “progressive” policies for ma- 
chines. That is to say, the newer machines are 
placed where the usages are greater and, as the 
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machines wear, they are transferred to depart- 
ments where usage is lighter. Eventually the 
machines are declared inefficient and costly by the 
repair departments. These departments determine 
when a machine has gone beyond its useful line 
and its upkeep has become abnormal. 

3. Who has the final authority in the purchase 
of office machinery? 

A. Office manager? 

B. Department head ? 

C. Purchasing department ? 

Fifteen companies stated that the office man- 
ager had final authority for the purchase of new 
office machinery. One reported its department 
heads exercise final authority. Four advised that 
their purchasing departments held this authority. 

Several comments were made regarding the 
authority extended. Two organizations follow the 
practice of having the heads of departments con- 
fer with the secretary and treasurer. One com- 
pany states that its officer manager recommends 
and the treasurer authorizes. In one case, the 
comptroller authorizes, but the purchasing depart- 
ment has final disposition. Two organizations 
state that the office manager has final approval 
on items up to a stated purchase price, one desig- 
nating $500.00 and the other $1,000.00. Purchases 
requiring an outlay of greater amounts are ap- 
proved by the president of the organization. 

4. If you have an established trade-in system, 
how frequently are various types of machinery 
renewed ? 

Of the five companies reporting some sort of 
definite policy, only one had devised a policy cover- 
ing all office machinery. 

A. One had a policy on all but duplicators, an- 
other a policy on typewriter and calculators, and 
the other two maintain a practice on only type- 
writers. The range on typewriters was from 


Before selecting the new it's good to plan what to do with the old. 
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three to eight years—five years being the average 
life before the trade-in. One organization report- 
ing a policy on duplicators uses the basis of five 
years; others wait until the machine wears out. 
The average range for calculators and adding 
machines show general use until they are worn 
out, but two reports advised seven to ten years as 
their policy. On dictating equipment, two com. 
panies advised eight to twelve years, and the 
others stated they were used until worn out. 

B. Six organizations which have no policy felt 
that they should. One company felt that it should 
have a policy on typewriters. The following is a 
suggested average period on these machines: 


,. ER ea 5 to 10 years 
Calculators and Adding Machines. 10 years 
Bookkeeping Machines ......... 7 to 10 years 


Dictating Equipment ........... 10 to 15 years 
Of these seven companies, one reported no 
policy should be established on calculating and 
adding machines, and dictating equipment. One 
other reported a basis should be determined for 
typewriters only. 
Conclusions 

Companies which report no policy for trading 
in office machinery during normal times feel that 
the following factors should govern purchases of 
new machinery: 

Advantages of new models. 

Repair costs and loss of time on old machines. 

Office appearance. 

Budget control. 

The companies reporting definite policies and 
those suggesting definite policies feel that there 
is a saving in both time and money by maintain- 
ing an established procedure on each type of ma 
chine. It was interesting to note that only 20% 
of the companies had a definite policy but 29% 
felt a policy would be advantageous. In the 
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“| THE PERFECT 
| ANSWER ... 


TO EVERY OFFICE 
WRITING FLUID NEED! Permanency that defies the ele- 


ments and years alike ... Ready-flow action and acid-free 
purity that make all pens write better—last longer . . . 
Dries so speedily no blotter is needed . . . Exclusive Flow- 
Control Pour-Out effectively prevents spurting, splashing, 
and dripping—keeps fingers and desks clean. 


Give your office the advantages only SKRIP—with the 
Flow-Control Pour-Out offers. 


W. A. SHEAFFER PEN CO. 
FORT MADISON, IOWA 


SHEAFFER'S 
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Us 
POSTURE 
CHAARS 


MEANS 


POSTURE CORRECTION.... 


because office workers sit 


relaxed while maintaining 


STURGIS STEEL POSTURE CHAIRS 


casts UM seeped br hice: 
asks Prana sie 


| DESIGNED AND BUILT BY SPECIALISTS 


44 OFFICE MANAGEMENT AND EQUIPMENT 


majority of cases, the office manager had fina] 
authority, with some reservation. The purchas- 
ing departments in four organizations have the 
authority, but in only one organization did the 
department head have this responsibility. 

An interesting point of the survey was that 
better than 75% of the organizations maintain 
the policy of waiting until the machinery wears 
out, or until a salesman convinces them that they 
had better buy a new machine. 


For Better Public Relations 


(From page 34) 


From these classes vacancies in the stenographic 
corps are frequently filled, benefiting both em- 
ployees and management. This instruction will 
be extended to centers outside New York if de- 
mand warrants it. 

Suggestions made in public relations confer- 
ences have also resulted in the recent introduction 
of an advanced course to supplement the ele. 
mentary instruction. 

When conference leaders completed their train- 
ing with the Department of Education for this 
advanced instruction in public relations, they first 
conducted sessions for headquarters executives 
who were enthusiastic. This “top down” proce 
dure is generally followed, as officers and super- 
visors communicate their new interest in public 
relations to their personnel. 

One important feature of the advanced course 
which deals with the “Development of Modern 
Transportation,’ “Transportation and Public 
Relations,” and so on, is a session devoted to “Job 
Analysis and Public Relations Opportunities.” 
Conferees analyze their own jobs and through dis- 
cussion develop the public relations opportunities 
that each affords. 


Highlights Do's and Don'ts 


“Company Manners,” a booklet prepared by 
New York Central, with live, amusing illustra- 
tions and text that highlights the do’s and don’ts 
which aid public relations, is distributed to all 
employees as a supplement to their training. Fifty 
thousand copies have also been sent to schools and 
business organizations at their request. 

One page, captioned ““Warm Up Your Letters,” 
proves a stimulus to New York Central executives 
and employees in keying their letters to a friendly 
modern trend in correspondence. 

The introduction suggests: “The good old rule 
that business letters should be brief, clear and to 
the point is still in force. But the good old formal 
phrases that used to sprinkle every letter are apt 
to look cold, stiff and distant to modern eyes. 
So humanize your letters. Try to make even the 
simplest an ambassador of good will. . . a living 
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(WSTANT HINOING/ 
So EASY Now! 


pa ; INDEX TABS 


Really Put Facts at 
Your Finger Tips 


Before U-MAK-A Index 
Tabs, the indexing of 
cards, books, records, 
could never be so easy, 
fast, or inexpensive. See 
for yourself—without 
even asking a salesper- 
son to show you. 


U-MAK.-A Index Tabs in 3 types. Strip 'Kt 
Type (illustrated and described), also Ci7: A WT ls y 
* 


Shield and Index Types. This Globe- Handy boxes W li gp “LAY py 
Wernicke trio fully meets your indexing °XClusive If rd Oe Cin 
. el “Mea min ° 
ds. Se G/W deal Pha ae f 

needs. See your G/W dealer, or write het insta caty OF the 

; w ; . 
The Globe-Wernicke Co., Norwood, colors; se, ING is insert) - 27Y lenge © how it 
Cincinnati 12, Ohio, ‘Headquarters for You’! pr dhesio — ll lata i we 

: ; , y- n 
Modern Office Engineering.”’ “A tab — Aded edge 


UMA Amcor 88s 


~e 5 


~Globe-"Wernicke wees 


— USMAKSA wnoex tans = Bookeaseg 


Stationers’ Supplies 
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ow INDEXES 


in NEW PACKAGES 


LOOK FOR THE BRILLIANT 
ORANGE PACKAGES WITH THE 
BLUE INFORMATIVE LABEL 


Now you can buy AICO Indexes in new 
Individual Packages with an informative 
label that gives you the complete des- 
cription of the contents. 


Look for the new orange and blue AICO 
Individual Packages. They contain the 
same fine AICO Indexes, made by index 
specialists. 


AICO Indexes will increase the efficiency of every 
department of your business. 


AICO PRODUCTS are distributed in Eastern States by 
Aigner Index Company, 97 Reade St., New York 13 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 

CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


G.§. Aiquer 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


and effective part of this railroad’s public relations 
program. 


“Address by Name. It’s worth a good deal of 
trouble to find out the correct name of the person 
to whom you’re writing . . . and to be able to say 
‘Dear Mr. Jones’ and not begin with a chilly 
‘Dear Sir’. 

“Start with You.—‘You’ and ‘your’ are apt to 
make better beginnings for a letter than ‘I’ or 
‘we’. ‘You asked in your letter of .. .” “You will be 
glad to hear...’ ‘Your reservations .. .’. 

“Do ‘We Regret’—Such a formal phrase as ‘we 
regret’ is likely to convey very little regret to the 
reader. ‘We are all genuinely sorry ...’ or ‘I am 
truly sorry ...’ both say the same thing much 
more convincingly. 

“Don’t Be a ‘Has Been’. 1. ‘Your letter has been 
brought to my attention for reply.’ Vague, un- 
satisfying. 2. ‘Your letter reached Mr. So and So 
last Monday, and he promptly turned it over to 
me as the person who could most readily answer 
your question.’ Warm, exact, convincing. 

“Let’s Be Sincere. Simply signing a letter 
‘Sincerely yours’ is often a big improvement over 
‘Very truly yours.’ But it’s a great deal more ef- 
fective if you’ve taken pains to make the whole 
letter human, cordial, genuine... in keeping with 


| that final phrase.” 


“Courtesy and Public Relations,” an Elmer 
Wheeler pamphlet, is distributed to conference 
leaders to supplement their training in promoting 
better public relations. 


GM Management Changes 


Charles E. Wilson, president of the General Motors 
Corp., has been made chief executive officer of the company. 
This position was formerly held by Alfred P. Sloan, Jr., who 


| was re-elected chairman of the board of directors. 


Donaldson Brown, vice-chairman, has resigned from that 
position. He continues to serve as a director and as a mem- 
ber of the financial policy committee. 

The company has also announced three new executive 
vice-presidents. They are, O. E. Hunt to be a member of 
the operations policy committee; Albert Bradley to be chair- 
man of the financial policy committee; and M. E. Coyle, for- 
merly general manager of the Chevrolet motor division, who 
will devote his efforts to the general administration of the 
corporation. 


| Adopts New Trade Mark 


A new trade mark has been adopted by Pitney-Bowes, 


_Inc., Stamford, Conn., manufacturers of postage meters, 


OFFICE MANAGEMENT AND EQUIPMENT 


metered mail devices and mailing machines. This new 
symbol replaces an oval enclosing the words “metered mail,” 
in use since the company’s founding in 1920. 

The new trade mark, which uses the letters PB, was 
designed by Frederick Bowes, Jr., who says the change was 
prompted by “the need for greater visibility, clearer-cut 
identity, and readier recognition in the severe visual com- 
petition of today’s advertising.” The change was also made 
because the company needed a symbol which it could 
apply to its products outside the metered mail field. 
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ACT — 1 FoR GREATER — eal ‘ 


Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer action, free trom 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency 


for America’s Office Browne-Morse 


FILE FACTS 
Get the quick facts on 
Browne-Morse Steel Files — 

i O Ww n e _— O f . 4 write for Bulletin 5000. Lists features 
and specifications plus a complete table 
of sizes. 

MUSKEGON MICHIGAN 
Pas, FOR OVER 37 YEARS, MANUFACTURERS OF HIGH QUALITY FILES, DESKS 
prs CHAIRS, nl sorted SUPPLIES, SAFES, SPECIAL COR [Saeess —_ OFFICE Foe. 
cei en ye Sala aA heen CS oh fo ES te s wna i tt al 
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: 
Effet SPRINGS 

FROM THE'INSIDE’ 
SO PUT DURABILITY FILING SUPPLIES ON THE 
“INSIDE” FOR UTMOST FILING EFFICIENCY! 


Anyone who has groped in the 
dark knows the value of illumina- 
tion. That beam of light shed by 

- a flashlight is concentrated light- 
ing efficiency. No matter how ar- 
resting the outer case may be, its 
ability to function depends on 
"the insides" . . . the batteries 
that give it power. Likewise .. . 
the installation of the right filing 
supplies endows the filing cabinet 
with functional value. Durability 
Filing Supplies can be counted 
upon to give every file cabinet the 
maximum usefulness. So... when 
you're outfitting such cabinets, be 
sure to put Durability Filing Sup- 
plies on the "inside" for utmost 
filing efficiency. 


Patent No. 
2248355 and D 128118 


DURATEX VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE GUIDES 


CHICAGO 7. It 


FFERSON STREET 
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SUGGESTION SYSTEM 


(From page 40) 


on the suggestion blanks by one of the stenog- 
raphers. 

We are of the opinion, from our experience, 
that it is advantageous not to have the name of 
the suggester known to the members of the com- 
mittee. If more information with respect to a sug- 
gestion. is needed, my office is notified and the 
party making the suggestion is contacted and re- 
quested to submit additional data. 

No limit has been set as to maximum award. At 
the end of the first year, three annual awards were 
made; two for outstanding individual suggestions 
and the third for the greatest contribution to the 
suggestion program during the year. The winner 
of this award had, during the twelve month’s 
period, made eighteen suggestions, of which ten 
were accepted. This plan was well received and 
we have continued it each year. 


Suggested Giving a Trip 


Last year a member of the staff of our Louis- 
ville branch office made the suggestion that the 
winner of the highest annual award for the year 
be given a trip to the company’s home office in 
New York to receive this award. This suggestion 
was adopted, the suggester was given an award 
for his suggestion, and this year, truth being 
stranger than fiction, he was selected to receive 
the highest annual award. The second award was 
made to a lady from Austin, the third to a young 
man in Boston and the fourth to a lady in our 
home office accounting department. The three 
winners from out of town were invited to New 
York during the second week in May, at the 
company’s expense, and, together with the fourth 
winner from the home office, received their awards 
from the president at a dinner attended by about 
360 members of the staff. 


These annual awards and the trip to New York 
are greatly appreciated. They have also provided 
some of the finest publicity we have ever had for 
our suggestion system and have already stimu- 
lated an increased number of suggestions from all 
parts of the organization. 


Our suggestion program includes our three 
American companies, our Canadian company and 
I hope that in the near future our affiliated com- 
pany in Mexico will also have its suggestion sys- 
tem. 


At the beginning of last year a further topic 
for ideas and suggestions was added to the other 
three, namely, that of public relations. In order 
to give this important subject a good send-off, the 
staff was invited to send their ideas and views 
with respect to what might be termed a Creed of 
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DONT GUESS/ 
DONT GAMBLE/ 


You don't have to gamble when it comes to get- 
ting better letters and clearer copies at less cost. 
Your local M & V ANALYST will study your type- 
writing equipment and your individual needs, job 
by job, then make recommendations that will indi- 
cate the "right" ribbon and the "right" carbon 


paper for each basic need. You will benefit three 


ways, you'll get—l. Better Letters—2. Clearer 
Copies—3. Lower Costs. The chances are |0 to | 
in your favor that the M & V ANALYST can do a 
real job for you, and save you money too. Write 
us today for the name of the M & V ANALYST 


nearest you. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS - 
July, 1946 


PARK RIDGE, NEW JERSEY 
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American Surety Group regarding public rela- 
tions. A time limit was set for the submission of 
suggestions for this Creed and ten awards were 
made. 

With your permission, I will read the proposed 
Creed of Public Relations for our organization 
which won first prize. 


CREDO 

“(1) The company shall conduct business for 
and at a profit, and shall have for a basis the prin- 
ciples of honor, truth, and service. 

rns) Permanency and continuity of service 
shall be the basic aims of our business, that confi- 
dence may be established and efficiency increased. 

“(3) We shall support as a group all civic 
activities that are good. We shall have the repu- 
tation of contributing to the happy life and eco- 
mic prosperity of the city in which we work. 

“(4) Our engineering department shall be alert 
to the opportunity for public service and shall co- 
operate with the interested individuals and organ- 
izations on research work. 

“(5) We shall pay promptly and cheerfully 
meritorious claims and never resort to technical- 
ities to escape. False and fraudulent claims shall 
be resisted. 

“(6) Correspondence going out of our office 
shall be neat, precise, and dignified. 

“(7) We shall create as a daily habit a desire 
to please, a cheery and helpful demeanor and a 
pleasing tone when answering the telephone. We 
shall remember that people like to be greeted by 
name. 


““(8) We shall handle small transactions with 
the same courtesy and consideration as big busi- 
ness deals. Our aim shall be that every person 
leaving our office shall carry with him the thought 
—‘‘They’re good people to deal with.” 


(9) Members of our staff shall do nothing in 
the office which if done by all would make the office 
ridiculous. Our staff will not divulge business 
secrets nor cast aspersions upon the credit or 
honor of our company. 

(10) Each worker shall feel that his vocation 
is worthy and affords an opportunity to serve 
society, for a phase of courtesy which is of untold 
importance in public relations is that fine loyalty 
which impels constant effort in behalf of the 
organization of which one is a part.” 


Another special topic for suggestions was a 
production campaign to commemorate the com- 
pany’s diamond jubilee year in 1944. The num- 
ber of fine production suggestions received in res- 
ponse to this request was very gratifying and 
several special awards were made. 

To each new employee our president sends a let- 
ter of welcome which calls attention to the com- 
panies’ suggestion program and invites their 
participation in it. That such letters are worth- 
while is evidenced by the reply received from a 
new employee who had been with us less than one 
month when the following letter was written: 


“T have learned through practical experience, 
and am of the firm belief, that in all walks of life, 


They te Goo ica 


PENCER RUBBER V PRODULTs COMPANY 
<Mlamgfacliirers of & 


MANCHESTER, CONN. 


“RUBBER BANDS 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL 
RUBBER added. 


Kbbee Bande 
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Our Track Ahead Is Clear 


continued maintenance of 


Sfeelj{Age ality 


The established Corry-James- 
town quality of its steel 


filing equipment will con- 


tinue to be maintained. 


Note: We look forward to meeting our 
friends at the Chicago Convention of the 
National Stationers’ Association Sept. 30- 
Oct. 3 in Booths 13 and 14. 
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FACTS ano FANCIES 


By McGillicudy 


This month, July 4th, we celebrate the 170th 
anniversary of the signing of the Declaration 
of Independence. Thomas Jefferson wrote it. 
Read it and you'll see that the grievances were 
aimed not at Great Britain... not at the 
British people . . . but at King George. 


The colonies had suffered under tyranny 
and oppression .. . injustice and unfair- 
ness. They did thing about it—and the 
Declaration of Independ was adopted 
by the Continental Congress July 4, 1776. 


Of course, George got a little out of hand and 
he got what was coming to him. In this present 
day there is a parallel to this bit of history 

. on a much smaller scale and much less 
important. 


During the recent war years, some business 
firms got a little out of hand. Business was 
good, demands were up, there was no 
trouble selling—so they got independent 
and high handed. Whether in government 
or business, that’s not good. 


As a result there are lots of buyers today, in- 
dividuals and dealers, who are mentally making 
a personal Declaration of Independence. 
They‘re remembering unfairness, injustice, and 
lack of co-operation and friendliness. 


It’s been our policy to give all dealers a 
square deal—to spread our output fairly. 
We've played no favorites. That's why no 
one is substituting the name Quality Park 
for King George on a personal Declaration 
of Independence. 


For Quality — buy 
Quality Park Products 


Qusliry IP.k 
CZ 


* General Office and Factory, Quality Park, St. Paul 4, Minnesota 
* Chicage Office and Warehouse, 564 W. Monroe St., Chicago 6, Ill. 


outside suggestions often prove most beneficial. 
At this point, having been employed here only 
since May 1944, I can greatly appreciate such a 
suggestion program, for I too welcome any sug- 
gestions and constructive criticism that will make 
for better business and efficiency. As I become 
more familiar with the program allotted to me as 
my task, I shall be happy to submit any sug- 
gestions that may come to my attention for your 
consideration.” 


Publicity for the suggestion program is an all 
important factor. The first two or three pages 
of our monthly house organ is reserved for news 
of our suggestion system, and a list of awards 
made the previous month, with a brief description 
of what the suggestion is about, comes first. Near- 
ly every month we have a presentation of awards 
by our president to those in our home office and 
metropolitan branch offices whose suggestions 
have been adopted during the preceding month. 
A picture is taken of this presentation for our 
monthly magazine and a copy of this picture is 
sent to each prize winner. Our experience has 
indicated that these presentations are very much 
appreciated by the members of our staff and in a 
number of instances, during the vacation period, 
we have had award winners return temporarily 
from their vacation in order to be present to re- 
ceive their award and be included in the photo- 
graph of the presentation. 


Attractive Monthly Bulletin 


In addition to the publicity in our house organ, 
we have attractive monthly bulletins prepared 
listing the award winners of the previous month. 
with a very brief description of their suggestions. 
There are posted in each department where all 
can see them. 

Last year, prior to the end of the war, we ar- 
ranged for a showing of the War Department’s 
picture, “Suggestion Power” to the officers and de- 
partment heads of our company, and later to the 
entire staff in our home office in New York. All 
were enthusiastic about this picture and it did 
stimulate the submission of an increased number 
of suggestions. 

In a Sales-Convention-By-Mail last year our 
suggestion system was given wide publicity. 

I have already referred to the valuable publicity 
received from the presentation of annual awards. 
Another means we have found helpful in keeping 
interest in the program is that of periodical com- 
munications from our president to each member 
of the staff outlining the progress of our sugges- 
tion system to date and introducing any new fea- 
tures that have been decided upon, such as a new 
topic for suggestions, a particular problem con- 
cerning which the company is anxious to have the 
ideas and suggestions of its staff, and the an- 
nouncement of any special awards. In order to 


OFFICE MANAGEMENT AND EQUIPMENT July, 1946 


bid 3 - s> 4 Cia ou a cen oe <a) ne =z fern G+ on on wat a 0 1 a aS an ‘h - 5 - » 3 a Sm km 
ay aw ae, ‘ i * 3 : 2 = ay = % : bo “st %. £35. : nay eo Fs 
aa eek ee ee mess cea 
a ei is “1 oes ie "ee : — F § 
:s i e s ae on — a. > Pp CQ. ‘ . = 
peers a K EM fELO a a a ail 
ee : sn : : : pe a ae “Se ~ ae 
oe aaa & ee 24 a> (ae | i Bes Rabe, cm ae 
= a ee 
ts ar —— - oe OR ttt Soc Pier sees Pera i 
ie act. tdi, Fo anne : : ee 
% THE HOME OF QUALITY PARK ENVELOPES 
erat * | * 
rat 
| . Be 
BS 
: st 
-s m 
. ne 
* P 
-* m 
: ee 
d 
E n 
" c 
| 3 v 
| ee 
a Ss 
48 u 
ac t 
; : = O 5 4 “ae 
oo a i 
| 82 SE 
-_— . _ oe — 2 ae Ps a.) . @ a ae 4 
: = oe eo ae <a «he a i. i: i i ee 
Se Ne Lt ce — aa as is eet eh i ae an 29 ,. be 


yy 


Business is Built on 


@ When a customer leaves your 


store after purchasing a quality product you 
may rest assured that he will return when in 
need of other merchandise which you sell. 
Practically every successful business, whether 
manufacturer or retailer, is built on this 


principle. 


When recommending Ace Staplers the 
dealer knows his customer is getting a ma- 
chine that will give lifetime satisfaction ..a 
machine that is built with watch-like pre- 
cision, from the finest materials by seasoned 


workmen. 


To match the fine, enduring qualities of an 
Ace Stapler your customers will want, and 
should have, Ace Staples. In the production 
of these Staples only premium quality wire is 
used, absolutely uniform in size, strength and 
temper. That is why Ace Staples have such 
high, tensile, penetrating strength. 


SOLD THROUGH DEALERS EXCLUSIVELY 


i os Slit a 


The New 
ACELINER 
“World's Finest” 


ACE SCOUT 


A durable, long-life 
stapler. Staples, pins 
and tacks. Guaranteed 
for 5 years. $1.00* 


ACE STANDARD 


Largest seller inthe 
Ace line. Staples 
& pins. Unexcelled 
stapling perfor- 
mance. Favorite of 
thousands. $6.00* 


ACE PILOT 


Precision built by 
skilled workmen. 
Staples and pins. 
4 Guaranteed to give 
perfect stapling 
satisfaction. $4.00* 
} 


ACE CLIPPER 


Areal money saver. 
Light weight, easy 
action, built to last 
a lifetime. $4.50* 


ACE 
STAPLES 


Have highest ten- 
sile penetrating 
strength. Made of 
premium quality 
wire. Hand in- 
spected. 
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Above: Small size, for models 3V, 

4V, of 5V. With or without knobs. 
Right: Intermediate bar for 
AAs. 1 +, dibility of 
either size above. 


Above: One intermediate bar extends any Kleradesk one 
to five compartments more than original capacity. Sev- 
eral intermediate bars may be added, if desired. 


os 


XS 


wt 


Above: Large size, for models 6V, 7V, 8V, 


ov, 


10V, 


—_— 


—_ 


~ Your Generous Cooperation is Appreciated ! 


11V. With or without knobs. 


Extendible Steel Bars 


for the steeless 


KLERAD ESK by Sengbusch | 


. . . adding greater capacity to 
your present steeless Kleradesks 
. » » providing greater ultiity from the 
new steeless Kleradesks yau buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Klaradesks you now own—are 
available from your statiioner, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. @ Added to the utility, urability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. @ Order from your 
stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 


207 Sengbusch Bldg. Milwaukee 3, Wisconsin , 


Improved 


DEXTER 


’ 
improved 


GIANT 


r have there been times like these. Production and materials are on the increase... but DEMAND | 


turally have first call. Perhaps your request for 


Sharpeners has been among those we have been forced to defer. We want you to appreciate how 


ncerely painful this is to us. @ We earnestly hope that 


with the ever-increasing tempo of reconversion 
ve the pleasure of renewing y 


_ Automatic Pencil Sharpener Co. 


Division of Spengler-Loomis Mfg. Co. 


58 E. Washington St., Chicago 2 
e 


ont’ 
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| OW YOU CAN 
| GET THE 


WATTS 


GOVERNMENT APPROVED 


1946 W-2 


PRINTED HERE 


@ Employer's name, address and S.S. Identification 
» No. imprinted on all copies. 


@ Interleaved carbon easily snapped out, no car- 
bon to insert and remove. 


'  @ Fourth copy for your records, fifth copy for 


state or city returns available where required. 
@ Made in individual sets, also strips of 4 sets-on- 


a-sheet. 

@ To assure that employees get the 
correct original and duplicate 
nw copies, their two copies are held 
on together by special stub at the 

B ipeneent teleunaten out 4 
@ Important ‘ormation and in- 
_ SPECIAL droction. are printed in red for 

WATTS easy reading. 

FEATURES [| @ Save additional time by using 


Watts opaque specially designed 
Window Envelopes marked 
"Strictly Confidential” and 
rinted corner card. Available at 
ow cost. 


Stationers: Write to- 
day for trade dis- 
| count, samples and 
| direct-mail literature 
| for circularizing your 
| customers. 


NEW LOWER PRICES 
Regular 4-Part Sets 


Send for complete 
price list and samples 


‘ost Per 
100 sets $9.10 1000 sets @ $23.00 
300 sets 13.35 3000 sets 19.10 
600 sets 18.10 5000 sets 17.50 


800 sets 20.80 10000 sets 
Larger quantities — lower prices 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 William St., New York 7, N. Y. 


WATTS 


Boom 


SINCE 1897 


Dept. OM 
July, 1946 
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EYES .. EFFORT .. ERRORS 
AND UP TO 50% IN TYPING TIME! 


Delays 


Copy-RIGHT 


(front-vision, line-by-line) 


-_ COPYHOLDER 


* . 
nee ce 
__ 


SAVES — 


_ To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
ous and harmful. By permitting correct 


‘posture, 


automatic line-pointing, forward 


EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 


<—20-—-» 


© 


Six Model Sizes 
hold papers up to 
12", 16", 20", 25", 
30", 36" wide 


Try Copy-RIGHT at 


Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 


No Twist, No Turn 


No Squint, No Squirm 
Gopy-RIGHT keeps 


Typists fresh and 


alert throughout the 
day, slashes typing 
costs. Self-support- 
ing, not permanently 
attached, can be in- 
stantly moved from 
one typewriter or 
desk to another. 

our risk. Put it to 


the test in your own offices. 


MAIL COUPON NOW! _ 


Copy-RIGHT Mfg. Corp. Dept. A 
53 Park Place, New York 7, N. Y. 


(C0 Send illustrated literature please. 
CO) I'd like to try a Copy-RIGHT in my office. 


Firm 


s 
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ACCO REPRESENTS 
SECURITY, TOO! 


The cop at the crossing represents security to 
the kids. The name ACCO on paper fasteners 
enjoys the same sort of confidence with busi- 
ness needs everywhere. 


Acco is the first name in paper fasteners, prob- 
ably the only name you know. Acco Fasten- 
ers are recognized everywhere as the standard 
of excellence, as certain a mark of quality 
and satisfaction as the sterling mark on silver. 


Now that Acco steel Fasteners are back again 
there is no excuse for buying anything less. 
Put your trust in Acco and be sure of filing 
efficiency. 


ACCO 


PRODUCTS, INC. 
39th Avenue and 24th St. 
Long Island City, N. Y. 
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SUGGESTION SYSTEM 


(From page 52) 


promote competition among our branch offices, it 
has just been decided to award a silver cup to the 
branch office which makes the greatest contribu- 
tion to the suggestion program during the year. 
We are hopeful that such competition will result 


in increasing the volume of suggestions from the §. 


field. - 

Now as to the type of suggestions we receive. 
Inasmuch as most of the members of our staff are 
dealing with correspondence and bond and policy 
forms, it is natural to expect that the bulk of the 
suggestions have to do with changes in bond and 
policy forms, accounting department forms, let- 
terheads, and the handling and flow of our busi- 
ness in the various departments which will in- 
crease efficiency and reduce expense. 

Production suggestions range all the way from 
solicitation hints to advertising folders and the 
company’s advertising program in the newspapers 
and periodicals. 

Another group of suggestions comes from our 
elevator and building maintenance employees deal- 
ing with the operation of our elevators and the 
maintenance of the company’s home office build- 
ing generally. 

Eager to Improve 


Our experience shows that employees seem 


eager to improve their work technique and to pass 
along the short cuts or labor-saving habits 


originated by them. During the war many sug-f’ 


gestions for changes in our forms and the han- 
dling of our correspondence had as the objective 
the saving of paper. Valuable and interesting 
contributions have been offered from time to time 
resulting directly in the conservation of material 
and saving in time and labor. 

One suggestion made an annual saving of 50, 
000 sheets of paper in connection with the 
distribution of instruction and circular letters. A 
number of suggestions prompted a thorough study 
of the use of post cards, which resulted in their 
use in the answering of routine inquiries. 

Much-needed filing space was made available 
when the retention period for paid bills was cut 
from six to three years. 

An outstanding suggestion resulted in abolish- 
ing between 2,000,000 and 3,000,000 index cards, 
releasing fifteen steel cabinets for filing space, 
besides reducing the cost in time of handling these 
cards by several employees. 

Another group of important suggestions deab 
with the increased efficiency in handling claims, 
files, records, and underwriting instructions pect- 
liar to our business. 

(Turn to page 60) 
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—the wider coverage of Social Security, now 
proposed, will call for new Pay Roll Records. 
The Cesco series of stock forms has been de- 
signed to simplify and cut clerical labor costs. 
Many unique patterns—for large and small busi- 
nesses. Send for literature. 


EQUIPMENT FOR ALL PURPOSES 


Visible Record Books, Post Binders, Catalog 
Covers, Ring Books, and Commercial Forms. 
Catalog on request. 


The C. E. SHEPPARD COMPANY 
4409—21st St. Long Island City 1, N. Y. 
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The "VIC" 25—A Complete Pay Roll Outfit... . 


—ideal for small or average business of up to 25 employees. 
Includes all the necessary Social Security Records, in one 
conveniently operated Ring Book, sheet size 81/2” x 11”. List 
Price $5.50. Also larger outfits. 
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BERNARD 


TRADE MARK REGISTERED 


..had the call that makes | = 
7 


Over the years BERNARD stationery tools have earned 
the reputation of quality and dependability. Dealers sell 
BERNARD merchandise with confidence...and with profit. 
It’s good business to sell good customers the punches 
and staple removers that always do a good job. 


Standard Dies—1 8°, 3167, 1 4. 
Light. strong, stationars stripper 
spring. dupl icket 


rCereerereenr reer ety 


Bevelled 
French 
Curves 


The A B C of the quality 
conscious merchant... 


(Nuays 
B | 


Order now from your distributor. If he cannot immedi- 
ately supply you, please know we are making every effort 
to meet the enormous demand. 

These are only three of the many famous BERNARD ‘ 


stationery tools. Send for complete catalogue which gives i 
= all numbers, all details. Use coupon below. 


for a complete line of fast selling, profitable Wm. SCHOLLHORN COMPANY 


drawing, ruling, and computing devices. Top 


RULERS - TRIANGLES + MAVIGATIONAL INSTRUMEMTS + STENCILS - PROTRACTORS - OTHER DEVICES 


ee, . . 
value and exclusive C-Thru developments have Quality Tools Since 1870” 
gm. created consistent consumer demand. . . ee ee a 
<] Take advantage of C-Thru’s unexcelled eo Siete Come “T { 
ical delivery schedule. 3007 Chapel St., New Haven 9, Conn. 
ani ‘ Is. 
Write for Free C-Thru Catalog , Sirs: Please send me your catalogue of stationery too: ' 
i _— 1 
I 
i ORE 6. caestandensseencseecsosresecensens bance esel 1 
1 
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HARTFORD, ee ae My Wholesale Supplier eee | ee 
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PROVIDE greater working comfort for PENCIL 


all your executive and clerical staff with 
scientifically correct office seating — 
equipped with SENG Chair Action 


. with a STRONG Lead 


Controls. National’s 
SENG engineering specialists have de- Codar-King 
signed these Chair Action Controls to AREAL 
assure the utmost comfort and bodily QUALITY 


i- relaxation while maintaining a correct 5c 


Cedar-Kinge D> SuQBAntE Sinn? 223 N22 


" and healthful posture. Safety—strength a PENCIL 
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| ; Cf | f for FREE sample. 
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- THE COMPANY NATIONAL PENCIL CO. 
2 1450 NORTH DAYTON STREET, CHICAGO 22, ILL. ol SHELBYVILLE, TENN. 
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KNOWN 
THROUGHOUT 


America’s 
Best 
Crown 
IDATERS 


Can be supplied 
in all languages 


= 
FOR DOMESTIC AND EXPORT TRADE 


Crown line daters—the highest grade dater on the market 
—every design and band arrangement to meet every dating 
requirement. 


Well constructed metal frames—Heavily nickle plated, with 
sturdy bridges and axles. Knurled aluminum rolls grip the 
bands firmly making for easy adjustment. Bands are deeply 
moulded, giving clear-cut impressions. 


R.A. STEWART 


& COMPANY, INC. 
80 Duane St. New York 7, N. Y. 


40 
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(From page 56) 

One interesting suggestion received (and it 
came from a man) was that Mrs. Harper Sibley, 
American mother for 1945, be invited to address 
a group of ladies of our staff. This suggestion 
was adopted. Mrs. Sibley graciously consented 
to the invitation extended to her and addressed 
our ladies in the home office on the subject of “The 
American Woman Pioneers Again’, which re- 
ceived a great deal of favorable comment. 

We, of course, get a great many suggestions of 
the miscellaneous variety but no matter what the 
suggestion is, it is studied carefully and if it 
cannot be made acceptable and no part of it can be 
adopted, we endeavor to have the letter of rejec- 
tion not only set forth the various reasons why it 
cannot be adopted, in a friendly manner, but also 
invite the suggester to submit his or her further 
views if not satisfied with the explanation. 

The letters received from members of our staff 
indicate very definitely the fine employer-employee 
relations work being accomplished by our sug- 
gestion system. The following are examples of the 
many replies received: 


A Reply Received 

(1) “Your letter advising me that I had been 
awarded the three prizes as therein set out is real- 
ly inspiring, and the check which you enclosed 
will spur me on to further goals. It is most grati- 
fying to feel that my efforts even in a small way, 
may be of advantage to the Company.” 

(2) “I enjoyed participating in this contest 
and I think that contests of this kind are stimulat- 


| ing for everyone concerned. The campaign for 


suggestions over a period of years is a very worth- 
while one and is a means of preventing us as an 
organization from getting in a rut. At the same 
time it keeps employees on the alert and enables 
anyone with an idea to get it before those who 
can actually pass on it and put it into effect.” 

(3) “I am most appreciative of the considera- 
tion that has been afforded my entry in the matter 
of public relations. It is a source of real satisfac- 
tion to know that some of my suggestions may be 
of interest to the company.” 

(4) “To have been even in a small way help- 
ful to the company through suggestions submitted 
by me is most gratifying and is really a source 
of pride. I wish to again thank you for the letters 
I have received during this campaign and I am 
sure that others in the company will agree with 
me that both the letters received from you advis- 
ing of awards, as well as your letters explaining 
why suggestions were not adopted, have by their 
friendly tone brought you and the various em- 
ployees closer as a unit and have created a spirit 
of good will that will continue to redound to the 
company’s as well as to the employees’ benefit.” 

(5) “It is quite a thrill and a source of deep 
satisfaction to know that one’s ideas are con- 
sidered worthy of use by the company.” 

(6) “It is indeed gratifying to know that I have 
made a contribution to the progress of our com- 
pany.” 

(Turn to page 62) 
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Your Name and , 
Address Here 
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Your Wabash. Neale 
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YO" WABASH PACKAGE 
IDEA THAT SELLS AND SELLS! 


THE MODERN way to buy. .. 
and use... Ledger Cards in the famous 
Wabash Dispensa-Card Boxes. 250 in a 
box ... more convenient for use .. . 
save time and avoid waste or spoilage. 
Stamped card addressed to dealer 
makes reordering easy. Many ledger 
forms available in three popular sizes. 
Ask your Wabash Dealer about it. 


CLEANEST 
INK MADE 
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2. AP Cas 
\ SES 
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BERR ERRR RRR 
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Stestet eee ot 


FOUNTAIN PE, 2, 7 
Suntan 8 


*ten different colors 
*for all office needs 


Standardize with PENIT — the Pen- 
Tested Ink with a record performance for 
Maximum efficiency. 


*writes clearly and legibly with any pen 
*flows perfectly, does not feather edge 
*eliminates point clogging 

*eliminates errors 


Sanford’s Pen-Tested Penit Ink adapts 
itself to small figure work, clear ledger 
entries, quick-to-spot color indexes, smooth 
signatures. 


Available in 2-ounce, 4-ounce, pints, 
quarts and gallons . . . you can always spot 
the color you want by the carton, the 
label and the cap. 


Sanford’s Penit meets the modern business 
trend for speed and quality “on the job” 
performance. For any job, it’s the best... 
it’s the cleanest ink made. 


SANFORD 


INK COMPANY 


Chicagi 7 
New York 12 
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NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
hy OPA. The Delbridge System is speedy— 
twice as fast as machine calculating and five 
times as fast as hand figuring. 


Save time and eliminate “headaches” by using 
this lightning fast calculator. 


No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


Order from your stationer or supply dealer. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
ST. LOUIS, MISSOURI 


Guileopy provucrs 


STAINS REMOVED IN 30 SECONDS! 


Stains acauired through hours of duplicating 
work are completely—but gently—removed in 
30 seconds with AUTOCOPY Cleansing Cream. 


LONG SERVICE LIFE 


AUTOCOPY Gelatin Rolls are carefully 
compounded to insure longest efficient 
use under varying climatic conditions and 
are available for ALL makes of duplica- 
tors. Try them and learn the difference 
AUTOCOPY Rolls can make in the quality 
of your duplicating work! 


CARBON PAPER 
MASTER SETS 
RIBBONS 


WRITE FOR 
LITERATURE 
AND PRICES 


462 West Superior Street, 


Chicago 10, Illinois 


(From page 60) 

The direct value of the suggestions submitted 
has been considerable; but in addition the intan- 
gible value of the program to our organization 
has been of equal, if not greater, importance. It 
has made the members of our staff feel that they 
are a vital part of the company, and that their 
ideas for improving the company’s business are 
very much desired. 


As one member of our staff wrote: “To know 


that there is a just ‘Court of Appeals’ that will 


consider a suggestion from the working viewpoint 
of the branch office, promotes a feeling that the 
company is the employee’s own company.” 

The prerequisites for a successful suggestion 


system that will increase the interest and co-] 


operation of office workers are, it seems to me, 


_ essentially the same as those for other classes of 
_ workers, namely : 


(1) Active interest and support of top man- 


| agement. 


(2) Adequate machinery to handle suggestions 
promptly. 

(3) Liberality in making awards. 

(4) Good publicity. 

(5) Introduction of new features. 

(6) Cooperation of department and division 
heads. 

I want to pay tribute to the fine work which has 
been accomplished by the National Association of 
Suggestion Systems, its officers and directors, and 
the very valuable information that we have been 
able to obtain from attendance at the various 
meetings sponsored by that association. By pool- 
ing our plans at these meetings, we have all been 
helped and encouraged to work for better and 
better results with our own suggestion program. 


Two New Associate Editors for Geyer's 


Miss Raffaela Pastore and Mr. Heskett K. Darby, edi- 
torial assistants on the staff of Geyer Publications, have been 


| appointed associate editors. 


OFFICE MANAGEMENT AND EQUIPMENT 


The new associate editors will assist the present associate 
editor, Mr. William de R. Taaffe, in taking care of continued 
expansion of editorial work on the Geyer Publications. 
An Interesting Booklet . 

An interesting booklet recently received by Office 
Management and Equipment is Who Owns Big Business by 
Jay Sheldon. Mr. Sheldon is the author of Take Home Pay 
in the Higher Brackets, Look to Congress for Postwar Jobs, 
and In Defense of Congress. 

In its sixteen pages the booklet outlines the present state 
of ownership of the big corporations in this country. He 
points out that one in four of every American household 
contains one of the owners of big business and potential big 
business. He proves his point by listing seventeen of the 
big companies and showing that the number of stockholders 
in each runs into the thousands. He takes some of these 
companies and breaks down the figures showing that it is 
the littke man who owns them. 

The booklet is distributed as a public service by the 
Information Research Bureau, Inc. Further information 
about it may be obtained from the bureau at 303 Woodward 
Bldg., Washington 5, D. C. 
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The NewandImproved 
ROTARY 


For speed and accuracy it’s 
the new Speedograph Rotary. 
Where efficiency is required in 
reproduction up to 100 copies 
the Speedograph Rotary has 
no equal. Now available for 
immediate delivery in hand 
and automatic feed. 


TODAY—Write for 
free color brochure 


ACETATE POCKETS 


ALBUM WITH ACETATE POCKETS 


New VUE-CITE Album for keeping valuable papers for quick, 
ready reference and always clean and readable. Ten folded acetate 
sheets (20 pockets) with Wire-O metal binding. Durable cushion 
edged covers. Compact and easy to carry. For charts, graphs, 
photographs, price lists, sales proposals, and countless other uses. 
22092—Size 11 x 3% inches. Also other sizes. 
Write for Complete Description and Prices 


Wire-O Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 
Display Room: 209 S. State St., Chicago 4, Illinois 
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GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in. their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


ve homo 
Com 


ompanion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. All three products are 
Both ROLTONIC and TYPTONIC are Non-inflammable, Non- 


made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


Like the WORLD FAMOUS KOH-I-NOOR DIAMOND, 
ROW. I-NOOR PRODUCT S have long been famous for 


WRITE FOR SAMPLES AND PRICES 


KOH-1-NOOR PENCIL COMPANY, INC. 


HARRIMAN - WELTS, INC. 
BLOOMSBURY, N. J. 


403 RIVER ST. - HAVERHILL, MASS 
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Rochester Chapter Elects 


The Rochester Chapter of the NOMA elected the fol- 
lowing officers at its recent meeting: president Wilbur E, 
Eckert; vice-president, Howard R. McCullough; secretary, 


mge oC 


| 
| 


WILBUR E. ECKERT 


Lowell Phillips; treasurer, Donald Dense. The new directors 
are Lynn H. Farmen and Mrs. Mary Little. 

NASCON TRIP DI ARIES The new president is the general office manager of the The 
Commercial Controls Corp. Since he came to Rochester in 
1941 he has been active in the affairs of the chapter. Last 
year he served as vice-president and the previous year as Lare 


With the limitations on travel now a thing of the 


past, the demand for these handsome trip books is secretary. He succeeds Mrs. Little who is connected with cast 
reaching an all time high. In a convenient pocket the Bausch & Lomb Optical Co. star 
. or hand bag size, Wire-O bound for flat opening and ‘ adj 
‘ writing surface, these attractive books provide for Distributes New Manual offic 


. ; : 
the recording of date, places visited, points of in- ae aee S, Sh Hah te Sie Sh, Coa 

manufacturer of air circulators, has just released an interest- | com 
terest, comments and the names and addresses of ing manual, one part of which is devoted to a study of the § visit 
travel acquaintances. Order now for immediate difference between over-all circulation and ordinary air 
delivery. pushing. Another section treats with the application of 
Fresh’nd-Aire to the industrial and commercial estab- 
lishments. Still another section is devoted to listing of all 


NASCON SALES CORPORATION models in the company’s 1946 line. With each model is 


60 East 42nd Street New York 17, New York given a detailed explanation of the type of service for which F 39.3 
it is designed. 


WHEN YOU NEED TYPEWRITER | 
ff OR BOXED PAPERS—JUST SAY 
SPEED UP | ae ; 
OFFICE WORK <?3e- : 
<a heer 
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Business papers 


of ct ag high J 
’ -* ‘a 
Office workers appreciate the con- uality ina 
venience of using Duplistickers for + com plete nange of 


grades and items for 
every business office use 


“The COMPLETE Line — 


BONDS ONION SKINS 
MIMEOGRAPH MANIFOLD 
PRINTED'COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


marking file folders, for addressing : & 
duplicate mailings, for f al : 
heavy duplicate record cards. Chief 
reason for their preference is that A REAL ECONOMY 
Duplistickers’ gummed, perforated D 


ize sheets uplistickers cost consid- 
pager ere 20 cany to Sil ron less per thousand 


in on the typewriter. Also, they 111) opertypesof gummed 
speed duplicate mailings because all 7,4), | , _ fs times 
the addressing for two, three Of more stickers than roll 
four different mailings can be done abel. 

‘gM One operation. 


EUREKA SPECIALTY PRINTING CO. 
Stationery Div., Dept. OE 
11 West 42nd St., New York 18, N. Y. 


Lane 
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KARLO 


Office Machine 
Stands 


The KARLO reduces 
fatigue and increases 
efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, heavy base 
eliminates vibration — as- 
sures clean cut letters. 
Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
adjustable to all types of 
office machines; type- 
writers, adding machines, 
comptometers and also 
visible records. 


Metal 
Write for details tal, fase 


MANUFACTURING 
KARO coMPANt 


Model | 


32-36 lonia Ave., SW Grand Rapids, Mich. 


CARBON PAPERS 


: and ; 
TYPEWRITER RIBBONS 


GM The WRITE Way 
Wide is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money savers in'} 
any Office . . . giving you more for every dollar z" 
spent, in longer wear, better looking work. WRITE } 
Carbon Papers give you more copies, cleaner : 
copies from every original. WRITE Typewriter 

Ribbons reproduce a uniformly clean, sharp and 

readable piece of work every time. - 


Insist on WRITE products. They are guaranteed 
for quality, uniformity, long wear. 


Ask your dealer, or write us today for FREE sam- 
bles and attractive prices. 


Immediate Deliveries! 


420 Lexington Avenue 
D New York 17, ae 


WRITE : 
ORAT 
INCORP FACTORY: Bridgeport, Conn. 
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BUSINESS MAN'S 


ATLAS 
OF THE U.S. A. 


The Atlas That Talks the 
Business Man's Language 


FIRST AID TO SALES MANAGERS 


Here’s something new—and different—in an atlas. 
The first—and only—atlas of the U. S. 

especially for the business man’s use. Gives all terri- 
torial data the sales executive needs for planning 
sales and distribution programs. Three maps of 
each state (commercial—with counties, cities, towns, 
villages, railways—county outline and highway) 
with clear index and latest census figures. Every 
business, large or small, can use one of these books, 
Size 12” x 15”, 240 pages, loose-leaf binder, flexible 
cover. Eye-ease treated. Cash in on the unusual 
demand for this helpful business tool. Nationally 
airertinsG., GAS Gilg cc ccvcccescececs $10.00 


A steady, year-round seller. 


THE GEORGE F. CRAM COMPANY, inc. 


| 730 E. Washington St. Indianapolis 7, Indiana 


POSTAL - 


SCALES | 


No. 1509 (illustrated) 


Capacity, 5 Ibs. by 
ys oan . Computes 

tage for air mail, 
first class mail an 
merchandise up to 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatically 
indicates the correct 
weight and amount 
postage required. 
Accurate an 

List $7.75 


SPECIFICATIONS 
" ” diameter, glass 
Otek: OVS) Sel 


on white, 
postage, black for 


Dimensions 6%" ARCEL POST 
zon". sais ae yl ane 

Packing: One to a carton. ity 5 6 
Weight packed 6 Ibs. Sunce, Computes to 50 


See your supply house. 


_ HANSON © 
_ SCALE CO. 


>. 525 North Ada Street, Chicago 22, Illinois . 
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<(E2s 
ayaa™ FILE 
~" SIGNALS 


“MAKE FILES TALK’’ 


SIGNAL vital facts with these automatic re- 
minders. With a choice of 12 non-chipping 
enamel colors, data of every kind can be segre- 
gated, classified, indexed. This brings order 
out of chaos, saves thousands of hours that 
would otherwise be wasted “chasing” informa- 
tion! 


Cook’s Stainless Steel File Signals are easy to 
attach to the edges of visible records, file cards, 
ledger sheets—easy to shift—easy to remove. 
Your stationer can supply you. Write us for 
card of samples. 


ANSONIA, 


THE H. C. COOK CO., “SON! 


EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED 


Perfect Hektograph Combination 
HEYER Quality HEKTOGRAPH Supplies are 
achieving outstanding results. Highly concen- 
trated INK—Ultra sharp CARBON PAPER—In- 
tense copying lead PENCILS—Long wearing 
RIBBONS, all go to make a perfect combination 
for finer copies. 


Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO, ILL. 
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Los Angeles Election 
At a regular dinner meeting of the Los Angeles chap- 

ter of the NOMA held at the Rodger Young Auditorium on 
May 20th the following officers and directors were elected 
for the coming fiscal year: president, A. E. Kern, office man- 
ager, Western Waxed Paper Co.; vice-president, G. M. Deam, 
executive assistant, Lockheed Aircraft; corresponding secre- 
tary, A. E. Bullock, principal, Metropolitan School of Busi- 
ness; recording secretary, Helen M. Guill, office manager, 
Employer’s Group Insurance Co.; treasurer, M. W. Amador, 
credit manager, Betty Blanc & Co. Directors elected are D. 
W. Brice, assistant treasurer, Plomb Tool Co.; G. J. Foster, 
office manager, McColpin-Christie Corp., Ltd., and Mr. Bul- 
lock. 

The group was host to an all day conference of all the 
western chapters of the NOMA on June 17th at the Rodger 
Young Auditorium. 


Elected to Membership 

Frank H. Van Duzer, controller of Pitney-Bowes, Inc., 
Stamford, Conn., has been elected to membership in the 
Controllers Institute of America. The Institute is a technical 
and professional organization of controllers devoted to the 
improvement of controllership procedure. 


Business Uses Clippings 

The R. H. Bacon & Co., 221 North La Salle St., Chicago, 
business paper editorial service, has issued a revised edition 
of How Business Uses Clippings. This interesting booklet 
outlines the uses of a specialized clipping service. Every 
phase of business, including management, sales, advertising, 
engineering, and production, can make use of it. 

It tells how business organizations use clippings from 
business papers, farm papers, and general magazines for 
research and market studies, for collecting editorial refer- 
ences to their organizations, for maintaining competitive 
advertising files, and for developing certain types of prospects. 


MACO “PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requires no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips, 
straight or die cut —in various shapes and sizes. 
Stocked in white, with printed blue borders, 
1M labe's to roll, individually packed in 
a glassine hag and attractive box. 


No. SIZE 
| 1L 5/gin. x 3/qin. 
| 2L = 5/g in. x 7/g in. 


SL -3/q in. x 3/4 in. 
4L = 3/qin.x in. 


PRICES AND SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


,~TAGS @ LABELS * TICKETS 
111 W. 19th STREET © WAtkins 9-0357 ¢ NEW YORK 11, WN. Y. 
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UP IN ARMS! 


Today most of us are up in arms over shortages of 
supply. We are doing our best to cope with this 
emergency and to give Andy dealers as many filing 
cabinets as possible. 


AND ERSON-HickEY Go. 


mec = 


’ GENEVA 
ILLINOIS 


“ Andy unils of steel 
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COMBINATION 
RULER 


an excellent gift item. Its attractive lines 

and coloring give it a powerful sales 
appeal. It is sturdy, practical and extremely easy 
to use. Can be used as a letter weigher, ruler, 
magnifier, french curve, compass, protractor, level 
and mitre. 


‘al tools in one, this new Parva rule makes 


Jobber inquiries invited 


PARVA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 
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AND 
BUSINESS eee 
ARMA GEM Clips) FFICES = apaa NO-SLIP CLIPS 
ARMA SNAGPROOF 


Ideal for 


Curled Ends 
‘a Use on —L Will Not 
ilms, Fabrics C (D ) Seratch or 
Lithographs, etc. « p) Snag 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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1. “ARTGUM” 5 surface cleaner with 2 light touch. sco oy =e 
2.“ ARTGUM” + ratte—bannoaeenstorsane content. = an LEADING. Wietcnciae Ty 
3. “ARTGUM” contains 8° grit. - USTRIES ceereererers aa 
4, “ART GUM” doesn’t abrade the surface of paper: 
5, “ART GUM” doesn't smudge- 
6. “ARTGUM” doesn’t dim ink lines OF delicate : 
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DEAR BOSS: 


Mr. Spence A. Count 
Dear Spence: 


Got your letter this A. M. Certainly travelled clear across the 
country in a hurry, didn't it? 

I’ve seen lots of those SKY-RITE Air Mail envelopes sround 
and it’s about time I got on the SKY-RITE Bandwagon. 

I am writing my New York office to contact the SKY-RITE 
outfit immediately for samples and prices. 


Keep sending your orders in: in SKY-RITE Air Mail Envelopes. 
Always, Allways 
The Boss 

SKY-RITE PAPER AND ENVELOPES 


Copr. 1946, Agency Paper Co. 
Dept. GT, 74 es Street, 


SKY-RITE Reg. U. S. Pat. Off. New York 13, N. 


isible Record 


Record Eas 

avicort ter, =f 800 \ § 345 
Stock Flexible Cards 
Credit Portable 6x4 in. 


Cost Saves Time Complete 
Use Handifax Cards only. Join together. File 
sheets of Cards on edge like paper in corres- 
pondence folders. Visible Facts Inspire Profit- 
able Acts. 

Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years national use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 


. S tisf. - . 
fion Guaranteed. Write for Catalog 


8 
Handifax 28°s:¢°"2 ©: st. Louis 


one 
Sheets of Cards 


Boost Office Morale with 
COLORFUL PLASTIC TYPEWRITER COVERS 


@ In 8 colors: clear, silver, white, ebony, black, rose, green, 
maize, blue. 

@ Serviceable: made of plastic material used in wartime as 
protective covering for guns and motors. A Waco Film 
product. 

@ Convenient: Can be folded like a small handkerchief and 

tucked under typewriter. 

Reasonably priced. Immediate delivery. 


Orders can be placed for adding machine covers, etc. 
For Swatches, Prices and ‘Terms, Write 


PARK DISTRIBUTORS 


New York 17, N. Y. 


Grand Central Palace 


QUALITY 
PENCILS by 


GENERAL PENCIL COMPANY 
67 FLEET STREET, JERSEY CITY 6, N. J. 


New Vice-President 


The International Business Machines Corp., New York 
has announced the promotion of Edward M. Douglas, preyj 
ously executive assistant, to the position of vice-presidey 
of the company. He has been connected with IBM for mor 
than twenty years in various sales, sales management, an 
executive positions. 

A graduate of Harvard University, Mr. 


Douglas joined 


EDWARD M. DOUGLAS 


the company in 1925 as a systems serviceman in New York 
later transferred to Newark, N. J., and subsequently served 
as senior sales representative, electric accounting machines 
division manager in Newark and in New York, district man- 
ager in the electric accounting machines division, IBM 
director of sales promotion and executive assistant. 

He is a member of the board of managers of William Sloan 
House of the Y.M.C.A., a trustee of the Morristown (N. J.) 
School, a past president of the Harvard Club of New Jersey, 
and a member of the Harvard Club of New York, the Metro- 
politan Club, the Sales Executive Club of New York, the 
National Association of Cost Accountants, and the 5ist 
Regiment, New York Guard. 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


Prempt shipment from 
Please specify re- 
when inquiring. 


ADIRONDACK 
CHAIR COMPANY 
1140 Broadway, New Yerk 1, N. Y. 
Dept. 7 
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Highest Quality 
Large Bottle 

Fast Easy Seller | 

Wonderful Repeats 

Large Profit 
AND—Mr Dealer— © 
NEATYPE is sealed ‘is such 
a way that there is NO 
EVAPORATION IN STOCK. 


For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY CO. 


38CO AGNES AVE, KANSAS C.TY 3, MO 


July, 1946 
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E'RE grateful for your 
esters and assure 

you that we're rapidly 
closing the gap in the 
production picture. In 
the meantime, every- 
body is getting his 
share. 


Cc. HOWARD 
HUNT PEN CO. 
CAMDEN, N. J. 


Speedball Pens 
Hunt Pens 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 11/2, 2, 2/2, 3 & 42" 
Expansion Up to 7a Inches 


Samples and Descriptive Booklet on Request 
W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 
GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


LATTA, 


— Se 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


920....10/. 28 #03....15A x 12% 
@l....1. 2% | 4....1HA 2 1% 
#02....13/. x 11 5....72 x 1% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


19-29 Rockwell Place Brooklyn, N. Y. 


Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Gsterbook 


DIP-LESS 
DESK SETS 


The only dip type pen 
with Esterbrook points for 
every writing job and 
every type of handwrit- 
ing. Priced from $2.50 up. 


THE ESTERBROOK PEN COMPANY 
Cooper Street, Camden, N. J. 
Canadian Representatives: The Brown Brothers, Ltd., Toronto 


Model #407 


Out og # He 


from wants 
VICTORY Beaech’s 
steps “Commen Sense” 
the Expense 
Salesman Books 
BEACH 
Publishing Co. Detroit 2, Mich. 


PENDAFLEX. 
new style filing folders that HANG! 


“Your filing supply specialists” 


OXFORD FILING SUPPLY CO. New York BROOKLYN = St Louis 
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KEEPING STENOGRAPHERS HAPPY 


FOR 26 YEARS 


Use Clarotype for clean, sharp and impres- 
sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 

ORDER FROM YOUR STATIONER 

OR TYPEWRITER SUPPLY DEALER 


AS SEEN IN 
_ Holidayp> 


HOLIDAY 


HARPER'S 
BAZAAR 


YACHTING 


BETTER HOMES 
AND GARDENS 


COLLIER'S 


NATIONAL 
GEOGRAPHIC 


FORTUNE ee UCt~= 


TOWN AND 
COUNTRY 


MOTOR BOATING 


FIELD AND 
STREAM 


OUTDOOR LIFE 
SPORTS AFIELD 


- - FEE AND STEMWEDEL, INC. 


2210 WABANSIA AVE., CHICAGO 47, ILL. 


FEE AND STEMWEDEL, INC, CHICAGO 47 


seaman INSTRUMENTS 


A 


Acco Products, Inc. 

Ace Fastener Corp.. 

Adirondack Chair Co. 

Agency Paper Co. 

Aigner Co.,G. J........ 

All-Steel Equip Co., Inc. ‘ 
Amberg File & Index Co... . .3rd cover 
American Writing Paper Corp.. 61 
Anderson-Hickey Co... 67 
Autocopy, Inc.... . .. 62 
Automatic Pencil Sharpener Oo. re 


Barkley & Co., C. L.. 
Beach Publishing Co... 
Beck Duplicator Corp... 
Boorum & Pease Co..... 
Brown & Bro., Arthur... . 
Browne-Morse Co..... 


c 


Clarotype Co., Inc. The..... 

Codo Manufacturing Corp. 

Columbia Ribbon & Carbon Mfg. 
Co., Inc.. f paiece A 

Cook Co., H. c. as 66 

Copy-Right Manufacturing Corp. . 55 

Corry-Jamestown Mfg. Corp.. .. 61 

Cram Co., Inc., The George F.. .. 65 

C-Thru Ruler Co... . sa ns oe 


D 
Delbridge Calculating Systems, Inc. 62 


E 


Esterbrook Pen Co., The 
Eureka Specialty Printing Co. 


F 
Fee & Stemwedel, Inc. 


G 


General Pencil Co... 
Globe-Wernicke Co., The 


H 


Hanson Scale Co. 
Harriman-Welts, Inc... 
Heyer Corp., The bint 
Hunt Pen Co., C. Howard. 


I 


Industrial Tape Corp. , 
Invincible Metal Furniture Co. 


K 


Karl Manufacturing Co. 
Kee Lox Manufacturing Co. 


OFFICE MANAGEMENT AND EQUIPMENT 


Kline Co., W. R....... 
Koh-I-Noor Pencil Co., Inc. 


Majestic Loose Leaf, Inc. 
May Co., The J. L.. 
Mittag & Volger, Inc.... 


Nascon Sales Corp.... 
National Pencil Co... . 
Niagara Duplicator Co... . 


fe) 


Old Town Ribbon & Carbon Co., Inc, 
Oxford Filing Supply Co.. 


P 


Park Distributors... .. 
Parker Pen Co........ 
Parva Products Co .. x 
Pittsburgh Cut Wire Co... 


Q 
Quality Park Envelope Co .. 


Roberts Rubber Co., Weldon 
Rockwell-Barnes Co....... 
Rosenthal Co., The.... 
Ross-Gould Co......... 


Sanford Ink Co 

Schollhorn Co., William . an 

Security Steel Equipment ‘Corp... 

Seng Co...... 

Sengbusch Self-Closing Inkstand 
Fe ‘ 

Sheaffer Pen Co., w. A. ‘ 

Sheppard Co., The C. E........... 

Speed Products Ce., Imc.......... 

Spencer Rubber Products Co...... 


Staedtier, Inc., J. S..............am 


Starkey Paper & Supply Co........ 
Stewart & Co., Inc., R. A.......... 
Stratford Pon Cocp.............03 
Sturgis Posture Chair Co. 


Underwood Corp. 0 
Universal Office Equipment Co., Inc. 


Ww 


Wabash Filing Supplies, Inc., The 
Watts Co., Inc., Alfred Allen 
Wire-O-Binding Co. of Chicago . 
Write, Inc. 


Y 
Yawman & Erbe Manufacturing Co. 
2nd c 
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Retail 
Size 12 sets and up 


Letter, A-Z $3.30 per set 
Legal, A-Z $3.90 per set 
Invoice, A-Z $3.30 per set 


@ Constructed” of best 30-pt. red 
pressboard 


@ Definitely first in quality and long 
service 


» © Immediate Delivery 


Kanakee, Ill. 
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I , ; 
Underwood first scooped the field 
fifty years ago... by revolution- 
izing typewriter construction with 
the first front-stroke visible writing 
g 


machine. 


Chis epoch-making achievement 
was so far ahead of any typewriter 
on the market, that other manufac- 
turers simply had to scrap their 
designs . . . and follow Underwood's 
lead. 


Since then... its milestones studded 
with many brilliant mechanical 
firsts . . . Underwood has consist- 


ently remained “Typewriter Leader 
of the World.” 


Fifteen Famous Firsts 


in the Development of the Front 
Stroke Visible Typewriter. ..The 


Underwood: 


THE FIRST TYPEWRITER with all the writing 
in sight all the time. 


THE FIRST FRONT MARGIN STOPS 
Easiest to reach and easiest to set—of all 
margin stops. 


THE FIRST COUNTERBALANCED SHIFT with 
right and left shift keys. 


THE FIRST LEFT HAND CARRIAGE RETURN 
Leaves left hand in typing position. 


THE FIRST 2-COLOR RIBBON feature permitting 
a choice of two colors by the switch of a lever. 


THE FIRST FRONT STROKE ACCELERATED 
TYPE-BAR ACTION 
Gives ease of touch and quality of imprint. 


THE FIRST INDIVIDUAL KEY LEVER TENSION - 
Permits touch adjustment of each key. 


THE FIRST SHIFT KEY LOCK WHICH SHIFTS 
AND LOCKS IN ONE OPERATION 
Eliminates additional locking operation. 


THE FIRST FRONT MARGIN RELEASE KEY 
Permits writing in left margin without disturbing 
the marginal stop. 


THE FIRST UNIVERSAL BAR ACTUATED 
DIRECTLY BY THE TYPE BAR 
Spaces carriage with minimum of effort. 


THE FIRST STAR WHEEL ESCAPEMENT WITH 
BEVEL-TOOTH FIXED DOG 
Specially designed to speed movement of carriage. 


THE FIRST CENTERING SCALE 
Permits quick and easy centering of headings 
on paper. 


13 THE FIRST INBUILT TABULATOR (SINGLE KEY) 
The tabulator as part of the machine not an 
attachment to it. 


14 THE FIRST TYPE-BAR GUIDE 
To contro! the printing point. 


15 THE FIRST TYPEWRITER READILY ADAPTABLE 
TO STENCIL CUTTING re 
Mere touch of lever renders the ribbon inoperative. 


oo cao =~ oOo o1 > WwW nN = 
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Underwood Typewriter Leader of the Worl 


UNDERWOOD CORPORATION, One Park Avenue, New York 16, New York 


Copyright 1946, Underwood Co 
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